EDITORIAL 


The Personal Touch in Teaching 


OBSERVATION, OPINION, AND Obiter Dicta 


Trends in Business Occupations in 1950's 


SUGGESTED ACTIVITIES FOR A BUSINESS CLUB 


An Ambitious Program 


BUSINESS EDUCATION IN TURKEY—Part III 


Turkish Shorthand as a Vocational Tool 


AN EXPERIMENT IN STUDENT AWARDS 


Promoting Distributive Education 


WHAT BUSINESS THINKS AND SAYS 
What Good's the Frosting Without the Cake? 

GROUP DISCUSSION AND STUDENT 
DISCUSSION LEADERS 


In the College Business Class 


OFF-CAMPUS STUDENT TEACHING 


Advantages and Disadvantages 


KNITTING YARN IS THE ANSWER 
The Shorthand Teacher's Friend 


FELT BOARD FOR TYPING 
Get Ready for Next Year Today 


PROPORTIONAL SPACING 


A Learning Unit 


TEACH ARITHMETIC? 


In the Machine Calculator Age? 


Elizabeth T. Van Derveer 


Herbert A. Tonne 


Bill G. Rainey 


Anthony R, Lanza 
and Edward Tutak, Jr. 


Samuel W. Caplan 


Theodore Wachs, Jr. 


Richard Dale 

Earl S. Dickerson 
S. W. Dry 

S. W. Dry 

Esther E. Anderson 


and Leona Kowalski 


J. A. Lurie 


Accounting Teacher’s Page—Audio-Visual Aids 
Research for Classroom Teachers 
New Materials—Pictures in the News 

Have You Heard?—The Book Shelf 





It’s gone too far to be called popularity 


The typing teacher’s regard for the Royal Standard is more 
like a crush. 

“And why not?” teachers all over the country reply pretty 
firmly. 

‘Rovals are easier to teach on. Royals are easier to learn 
on.” That’s the kind of talk they give you. 

“And rugged,” they say. **Well, they take abuse like a 200- 
pound center ... with less time out for repairs.” 

O.K., O.K.! And may we offer you teaching aids as up-to- 
the-minute as a TV newscast? May we remind you that you 
also get valuable instructional demonstrations free? 

And incidentally—900 service centers hop to give you 
prompt, efficient, accurate help, when needed. 


RG y L standard ELECTRIC * PORTABLE * Roytype" business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 


Yearly subscription $3.00 ($5.00 for two years), payable in advance. Entered as second class matter September 29, 1933, at the post office at East 

Stroudsburg, Pennsylvania, U. S. A., under the Act of March 3, 1879. THE JOURNAL OF BUSINESS EDUCATION is published monthly 

October through May by Robert C. Trethaway, 34 North Crystal St., East Stroudsburg, Pennsylvania, U. S. A Executive and Editorial Offices, 
5. A 


512 Brooks Building, Wilkes-Barre, Pennsylvania, U. S 
THE JOURNAL OF BUSINESS EDUCATION, for May, 1956. Vol. XXXI, No. 8 





ALABAMA 
Anniston Bus a 
Alverson Draugh i 
Anderson Bus Y lege 
Larimore Bus Col lege 
Gadsden Bus Co! | 
North Alabama Co| 
Twentieth Century Call 
Modern Bus 

Reynolds Bus Col lege 
Perry Business Schoo! 
ARIZONA 

Gregg Col lege Phoenix 
ARKANSAS 

ja 2 Bay ay Coll Hot Spr’ 


Capitar ee 

nape Cit, 
cr ALIFE QO, 

reg Sw tg 
Cali & 


arene ed institute 


Anniston 
Birmingham 
Decatur 
Florence 
Gadsden 
Huntsville 
Mobi le 
Montgomery 
» lacauga 
scaloosa 


a Ilis Pad i8 rg Soo 


COLORADO 

Blair Bus College 
Parks Schoo! 
CONNECTICUT 
Butler Business a Scrco! 
Crandal! Sec. 

Laure! brite 


Merrill! Bus Schoo! 


ELAWARE 
er Business Schoo! 


f ig ORIDA 
Business Col! 
s Bus Col! 
Massey Business Col! 
Lakeland Bus College 
Charromwi | |ians Co! | 
Wal! Business Co! lege 
Busi ness Uni versity 
Bel! !les College 


GEORGI 

Perry Busi ven Schoo! 

Speedwriting institute 
ritin Institute 

Draugnon's Bus Co! 

Perry Business Schoo 

Perry Business Schoo! 

Herrin Schoo! 

Perry Business Schoo! 

Perry Business Seno! 


Honolulu Business Co!! Honolulu 
| DAHO 

Idaho Fal Is Bus Coll 
Grimm's 

Twin Falls | Bus Col! 


Pocate! lo 
Twin Falis 


Cnampai gr 
Chicago 
St Louis 
Elgin 
Evanston 
Galesbury 
Joli et 
Mattoon 
Nol ine 
Oak Park 
Peoria 


Utterback's Bus 
Nol ine Inst of Coon 
Freeman Bus Col! 
Brown's Peoria schoo! 
Gem City Bus Co 
Gacktord Schoo 

s Bus Col! 
INDIANA 
soe Bus (c 

ri ing 
> B College” 


1 Ow oy 
Burl Schoo! 


marsh! It'n 
: me std Sioux City 
aates Col lege Water!oo 
KANSAS 
Ade|a-Hale Schoo! 
diy Schoo! of Bus 
kie Schoo! 
eran s Schoo! of Bus 
Kansas Schoo! of Bus 


Hutchi nson 
ndep' d' 
Wichita 


May, 1956 


Draughon' Ss ‘Ses Col 


LOUISIANA 
Alexandria Bus Coll 
Spencer Col lege 
Spencer Col | 


Ash! and 
Lexington 
Louisville 


Maysville 


Paducah 


Alexandria 


+on R'ae 
eqe 
La. Business Col lege 
spencer Col len 
Abe 


NEW YORK 
Albany Business Coll 
Bryant & S strat ton 
Westcn'ter Camm Scha 
Speedwriting Institut 
Rocnester Bus ye 
Central Cit 
Utica scho 


nst 
wa 


Worth oe , Col! 
bos 


shorthand i" 


Ty month—— 


Davenport Institut 
Jackson Business 


ron Bus Col 


MINNESOTA 
Carey—Gaspard Schoo 
Mankato Comm n Coll 
Minnesota Sch of Bu 
Globe Bus Co! lege 
MISSISS!IPP 
Cranston Com Col! 
Jackson Carm Co! lege 
Southern Bus oe 
MI SSOU 

Office Training Schoo! 
Business T 

K C Col oe . of cm 
Springfield Draughon 
40 Co! lege 


Bus Coll 
NEW HAMPSHIRE 
Camm 


Hattieso'g 
Jackson 
Vicksburg 


Cape Gi “A 
raz) 


rd Coll Concord 
NH School of Acc't'g Manchester\ 


NEW JERSEY 
Spender! ina Nene! 
Speedwriting Institute 


NEW MEXICO 
Draughon's Bus Col 


ASirly 6, Ey" 
Trenton 


Albuq' rque 


votte’s Sec 
Draughon Busines: 
NORTH DA 
Interstate. Come Col 


pas CO 


OK L AHOMA 

Albany 3artlesvi 
Buffalo 
» N Roche 
e w York 


Asheboro 
Burl ington 


60 


other 
NATIONAL 
MAGAZINES 
every month 


nesporo ius Col! 
anposon vol lege 
ODE ! L 
nson * Wales 
UTH CAROL 
pdwri tiny xcnoo | 
Dlina Sch 


of Comm 
Business Co 
jnon''s Bus 
yNON 
son Hus Col leye 
} Scnoo! 


~ rT 


VERMONT 
Speedwriting Schoo 


Bus Co 


+ 
2 | 


t W kesbro 
Raleigh 
She! by 

Wi imington Burl ington 


Il Win,-Satem 


Business Univ 


Canton Actua| Bus Ca! 


Institute 


Office "Teng Schoo! 
Miami-Jacobs Col lege 
Elyria Bus Coll 
But!er-Hami |ton Co! |! 
Nortnwestem Schoo! 
Middletown Bus Col! 
Mt Yeon Bus Schoo! 


Overlin School of Com 


Portsmoutn Interstate 
Bonecker Bus Col! 
Steubenville Bus Col! 
Davis Business Colley 
Onio Inst_of Bus Tg 
Meredith College 


West Va aus lnens Coll 
Cent ruy Col leye 


WEST 
Beckley College 
West Va Business Col | 
Charleston Schoo! 
West Va Business 
Centu College. 
Morgantown Bus Col! 


Cincinnati 
Cl level and 
| umbUS 
Day tor 
Elyria 
Hami | ton 
Lima 
Middletown 
Mt Vernon 
riin 
Portsmouti 
Ravenna 
St ve nv'le 
oledo 
vneetar 
Zanesville 


N 


VIRGI 


Coll 


WISCONSIN 
Business Institute 
Sneboygan Bus Col! 
DISTRICT of COLUMBIA 
Speedwrit ing Schoo! 


e 


leje 
Col leye 
S Sus Col lege 


! 


Mountain State College 


feaver Fis 
Beth | ehan 
Erie 
Harrisburj 
onnstow 
Phila 
Pittsburylt 
Wasn ington 
Waynesboro 
York 


Providence 
NA 


Aiken 
Anderson 
Charleston 
Olu Wi a 
Greeny i | le 
spartan 'y 
sumter 


Averdeen 
Huron 
Rapid City 
Sioux Flis 


Cnattan'ga 
Jonnson Cy 
Knoxville 
Martin 
Mempn is 
Nashville 


Amarillo 
Austin 
C'pus Cris 
Dal las 
Fort Worth 
Houston 
Lampasas 
LUDDOCK 
Midland 

> Antonio 
San Angelo 
Yoakum 


Ogden 
Salt Lake 


cnaritsvle 

Danville 
nchourt 

Marts sv! "Te 

Norfo 

Roanoke 
Richmond 

W Ar vesooro 
inchester 


Br't levoro 
surlington 


il linghan 
Bremerton 
Everett 
Seattle 
spokane 
Tacoma 
Yakima 


Bluefield 
Cnarleston 
Clarksburg 
Hunt ington 


A 


mn 
Bluefield 


Charleston 
Clarksbuny 
Hunt ington 
Vor antom 
Parkerso'g 


Mi |waukee 
Snepoyqan 


Wasn D.C. 


335 

















Teachers and employers alike find they 








“Our students 
learn faster 
and better on 
Burroughs 
machines” 






get better results from Burroughs machines 












Experienced business teachers in the nation’s lead- 
ing schools have told us again and again that their 
students master the principles of business machine 
operation faster and more thoroughly when they are 
trained on Burroughs machines. 





There are two good reasons for this. First, students 
learn faster because there is less to learn—advanced 
automatic features on Burroughs machines eliminate 
the need for many movements and mental calculations 
required in the operation of other machines. 







Second, students prefer to use Burroughs machines, 
in school and on the job, because they are easier. 





Burroughs offers you valuable educational helps, too 
—facilitating training of students with teaching aids 
and courses of instruction. For full details, simply 
fill in this coupon and mail it today. 








“Burroughs” and ‘Sensimatic” are trademarks. 








BURROUGHS CORP. 
Detroit 32, Michigan 


Please send me complete information on 
Burroughs equipment for teaching purposes. 


Burroughs 


! 
I 
| 
| 
i 





NAME 

POSITION 
INSTITUTION 
STREET ADDRESS 


CITY STATE 


x 
b 


sotetieatestatententetentetantanententer 


| 
| 
i 

ha cs ce ee es ee cee es ee o>. 


r 
| 
| 
I 
! 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
! 
| 
| 





336 





Some of the training courses available are: 


—,. 


< so 
Ne : 
‘ 






Ten-Key adding machines. The 
widely popular Burroughs Ten- 
Key can be mastered easily with 
its special touch system method 
of teaching. 








Sensimatic accounting machines. 
ry y ‘ 

The course for the Burroughs 
Sensimatic includes practice mate- 
rials consisting of actual bank and 
commercial posting media. 











Calculating machines. A special 
course in “Learning the Burroughs 
Calculator” is designed to develop 
rapidly a high degree of skill on 
this widely used machine. 





Full-keyboard adding machines. 
Here’s a thorough course in short- 
cut addition to help develop accu- 
racy and speed on this type of 
adding machine. 
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.. because they went to their doctors in time 


Many thousands of Americans are being cured of 
cancer every year. More and more people are 


going to their doctors in time. That is encouraging! 


But the tragic fact, our doctors tell us, is that every 
third cancer death is a needless death... twice as 
many could be saved. 

A great many cancers can be cured, but only if 
properly treated before they have begun to spread 
or “colonize” in other parts of the body. 


YOUR BEST CANCER INSURANCE is (1) to 
see your doctor every year for a thorough checkup, 
no matter how well you may feel (2) to see your 
doctor immediately at the first sign of any one of 


the 7 danger signals that may mean cancer. 


For a list of those life-saving warning signals and 
other facts of life about cancer, call the American 
Cancer Society office nearest you or simply write 
to “Cancer” in care of your local Post Office. 





American Cancer Society ® 
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Elizabeth T. 


Van Derveei 


New Jersey State Teachers College 


Upper 


The personal 


touch in teaching 


years 1s 


Looking forward, twenty 
a jong time. Listening to 


memories of graduates of twenty 
years ago, 1936 seems but yesterday. 
One of the best places to “tune in” 
on memories is at a class reunion: 
what unexpected recollections are ex 
changed! Is there, possibly, some 
significance for today’s teaching in 
What yvesterday’s students have found 
sufficiently interesting to remember 
so vividly through five, ten, fifteen, 
even twenty vears and more ? 
Sparked by the memories of these 
former graduates, but trying to find 
some that might be less biased, I de 
cided to survey some of my current 
college students to find what they re 
call of 
particularly of those teachers they 


their school experiences, 
considered to be most helpful. Here 
is What some of them said: 

The 


1. showed a special personal inter- 


teacher [I remember most 


est in me, 
2. was always willing to listen to 
and advise me on my smallest: prob 
lems. 
3. helped me prepare to enter and 
select college. 


4. advised me 


school. 


even after I left 


5. always found time to answer 
my letters. 

6. gave me the confidence to go 
into some field of work which would 
not only be beneficial to me but would 
benefit others. 


/. gave me a foundation upon 


which to establish my goals for the 
future. (This person added, “As 1] 


come nearer and nearer to. these 


May, 1956 


goals, my appreciation of her efforts 
is ever increasing.” ) 

8. helped me considerably although 
| never had her in class. 

9, was always ready to give every 
one a helping hand. 

10. alwavs remembers me. 

None of the following were mem 
ories worth mentioning: the hard 
work in achieving shorthand speed ; 
the long bookkeeping assignments ; 
the best typewriting scores; discus 
sions on grooming and_ office pro- 
cedures. In fact, as with my former 


graduates, the strongest memories 


were of evidences of interest shown 
outside class. Yet each student in this 


group of college students also” re 


marked on the strength of these 
teachers in class. 

The college students are little dif- 
ferent from 2042 elementary, inter- 
mediate, and secondary students who 
were asked to list honestly and 
frankly the qualities, traits, and prac 
mention if they 


tices the \ would 


were to describe a perfect teacher. 
They mentioned the following: 

1. The ability to maintain good dis 
cipline (mentioned twice as often as 
any other quality. ) 

2. A sense of humor. 


3. Helpfulness—‘‘one who is will 
ing to work extra with poor students ; 
to reason with students; never too 
busy ; helpful outside of class as well 
as in; someone you can come to with 
dithcult 


4.) Friendliness—in 


situations.” 
and out of 
class. 

5. Understanding understands 


each and evervone in the room 


Montclair, 


New 


Jersey 


able to put himself in the child’s place. 


6. Fairness—treats all students 
alike. 

7. Pleasant speech talks to the 
students and not into space. 

\ge makes no difference when it 
comes to responding to the personal 
approach. Over the radio recently, a 
79-vear-old member of the Golden 
Age Club, praised the college pro- 
fessors working with club members 
with these words “They are so won- 
derful; they are so interested in 
everything we do.” 

The effects of such personal interest 
teaching, if it can thus be iden 
tified, 
the teacher as well as to the pupil. 


extend in two. directions—to 
Teaching builds memories for every 
student—not merely for the weakest 
or for the best, net only for those 
who seek attention and for those who 
pretend to dislike it. Perhaps the 
most* unfortunate memory, vet it is 
one, is that of what may have been 
the “middle” student—‘no one teach 
er stands out in my mind as having 
been especially helpful.” A ftew of 
my college students made this state 
ment. How lonesome they must have 
been, how withdrawn they must have 
become ! 

It is easy to provide “The personal 
touch” for those who are at the ex- 
tremes; but building memories by 
way of personal interest should be for 
all students. This may be the “secret 
weapon” of the most successful 
teachers. Consciously, but more pre rb 
ably unconsciously, they are able to 
make even the least significant per 
son feel he is wanted, necessary, and 
respected. 

In a study of personality traits of 
teachers as retlected by superior and 
inferior Percival M. Sy 
monds of Teachers College, Columbia 


teachers 


University, gives these conclusions 
(Continued on page 344) 





Electrics simplify the teaching and learning of 
typing. Remington simplifies the Electric. The 
Remington Electric ‘“‘Natural Slope” keyboard, 
normal key locations and non-misfiring key action 
enable students to make the transition to manual 
typewriters—and back, without time-wasting, 
difficult adjustment periods. Students trained 
on the Remington Electric become “all-round” 
typists— quickly, easily! 


Mremington. Fland 


DIVISION OF SPERRY RAND CORPORATION 


Send for free booklet: S.T.E. P. (School Typewriter Electric Program) Kit (RE8675), Remington Rand, 315 Fourth Ave., N.Y. 10. 
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Trends in and Obiter Dicta 
Business Occupations | Herbert A. Tonne 
in 1950's 












































\s we would expect, there was an increase, Nevertheless mechanization has been so effectiy 
though not an outstanding one, in the proportion of vgriculture that the total farm output has in 
clerical workers in the United States In 1950, out of all proportion to the consuming ability ¢ 
12.6 per cent of the labor force was employed in population 
clerical work and by 1955 it was estimated that 13.1 Phe proportion of industrial workers (crafts: 
per cent of the labor force were clerks. However, operatives, and industrial laborers) has in tota 
contrary to the effect automation is supposed to mained exactly the same as it was in 1950 : 
have had, the proportion of women clerical workers the labor force freed by the decreased number 
has also increased in proportion as compared to men workers in agriculture have been absorb { : 
In 1950, 25.8 per cent of the women in the labor ntirely in clerical work (with a small assist tro 
force were clerks and by 1955 this proportion had professional, technical, and service occupations 
increased to 27.8 per cent; there was a correspond The Bureau of the Census wisely made nm 
ing decreased proportion of men. tempt to estimate the trend in accounting, steno 

It is interesting and surprising to note that there graphic, office machine, and general clerical wor 
Was a fractional decrease in the proportion of work ers during this five-vear period Phe lmited d 
ers in managerial and sales occupations in this five Wallable are not adequate for establishing trends 
vear period (from 12.5 to 12.3 for managerial work Nevertheless, other sources for estimation indicate 
ers and from 6.3 to 6.2 for sales workers.) This that the proportionate increase has been greatet 
trend is a continuation of the trend established in among ottice machine and general clerical workers 
the decade 1940-1950. During this decade it was than among  bookkeepers, accountants, stenog 
to be expected that th proportion of sales and raphe rs, and typists 
managerial workers would tend to decrease a_ bit It is possible that the effect of improvements in 
because of the pressure of the war effort upon pro labor-saving processes and automation in office pre 
duction and away from sales effort. That this tend cedures may make an effective inroad on opportun 
ency should have continued for ten years after the ties for service in clerical occupations during thi 
war Was over is therefore puzzling Phe expecta next five years The almost universal result ot 
tion would be that the trend would reverse itself othice automation, however, has been an even greatet 
that a greater proportion of the people would be proportionate increase in the office workers in firms 
channeled into selling and would be attracted toward which have gone rather intensively into electroni 
enterprise and management. It may be that the data processing. [Evidently the number of personnel 
high level of prosperity in 1955 obscured this trend needed to process a given body of material is greatly 
Phere seems considerable likelihood, however, that lecreased, but the opportunities for compiling meen 
the trend is permanent—that fewer people are bi ingful new relationships of data are so great that 
ing used in merchandising because of supermarket far more processing 1s undertaken. The net result 
sales techniques and that fewer people are under is increase rather than decrease in personnel. 
taking entrepreneurship because of attractive wage Somewhere along the line there should be a point 
scales. Moreover, it would seem that in spite of of diminishing returns in the creation of new and 
the complex problems of control involved in large meaningful data as a result of office automation 
scale enterprise, relatively fewer managerial work When this point is reached the effect should be a d 
ers is a net result of the increasing concentration of crease in the hours of employment. The pressure 
business. toward this result is in any case being strengthened 

There was a continued and significant decrease in by the demand for decreased hours of work by the 

labor force in general and by the unionized worl 





the proportion of farm workers—so great infact 





that in spite of a sturdy increase in total population, ers in particular. 





the farm workers actually decreased in) numbers. Assuming no major catastrophe either economic 
( 





mitinued on Pade oO f4) 








Suggested 
Activities 
for a Business Club 


sill G. Rainey 
Murray State School of Agriculture 


Tishomingo, Oklahoma 


Bill Rainey is a sponsor himself; he 
“hopes that more teachers will énthusias- 
tically support a program.” Enthustas- 


tically is the key word. 


HERE is) no reason 
club 


most active club in the high school 


why the 
business should not be the 
and should not have the largest mem- 
bership. The possibilities for service 
to the school and community are 
great. There is a wonderful oppor- 
tunity for students to associate with 
one another and to participate in 
group activities, both in and out of 
school, that will benefit them greatly 
in their training for business and as 
There is also 


citizens. a great op 


portunity for the business teacher 
to earn the admiration and respect of 
his pupils, administrators, and the 
community by directing the club 
into worthwhile activities. 

\s mentioned in a previous ar 
ticle,’ I that the 


ful activity the 


beheve most use 


business club can 
engage in is the operation of a place 
ment bureau to help students secure 
part-time jobs while in school and 
full-time jobs upon graduation. Natu- 


‘Your 


Business 


1Bill G. Rainey, 
Placement Bureau,” 
September, 19 


Club Can Be A 
Education World 


342 


rally, the type of organization and 


service rendered will vary with lo- 
cal situations. 

The club can also conduct a_fol- 
well the 


business department is meeting its 


low-up study to see how 
obligations to the commercial club, 
by engaging in a follow-up study of 
each student who passes through th 


business department, can help the 


to determine the 
efforts 


business teachers 


success or failure of their 
and possibly to determine needed 
changes in the curriculum. For a 
given period of time (perhaps five 
vears) the club can keep in contact 
with each of the graduates by mail 
ing them a form once a year to fill 
The fol 
information might 


out and return to the club. 
lowing types of 
be requested : 

The name of the firm for which 
they are now working. 

A description of the work that 
they perform in this firm. 

How they secured the job (whether 
through the club or in some other 


Way ). 


What duties they perform in addi 
tion to their regular job. 
What 


standing 


they consider to be out- 


deficiencies in their high 
school training that has made it more 
difficult to adjust to their job. 

The 


mental requirements needed in their 


educational, physical, and 
jobs. 
Additional 


since leaving high school. 


education acquired 
Age requirements for their pres 
ent jobs. 
The 


earning, 


salary they are presently 
Their starting salary. 
What promotions they have re- 
ceived, if any. 

What 


high school or college has been of the 


business subject taken in 
most value to them in their work. 
What business subject has been of 
the least their 
work. 
What was the basis for any promo 


value to them in 


tions received. 
Suggested changes in the business 
methods of 


curriculum and in. the 
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teaching, based upon their actual ex 
perience in the business world. 


These are the types ot questions 


we will want to ask of the graduates 


by evaluating and studying the 


answers received to these question 


] 
t 


naires, the business teachers can de 


termine to what extent their depart 
ment is living up to its obligations to 


We 


can get a better idea of the changes 


sl 


the pupils who pass through it. 


needed in our instructional program 
etc. If a large majority of our stu 
dents are making good in the busi 
ness world, then, we can justly be 
proud of our department. 

In addition to the placement and 
follow-up program, the club can also 
assume such duties as: 

elrranging field trips to business 
firms for various classes in the 
school. This 
limited to the 
would be available to all classes and 
If the 


desired to 


service would not. be 


business classes, but 


all grades. second 


teacher take her class 
through a manufacturing plant, for 
example, she would simply contact 
the officers of the club and 
take it 


would be 


one ot 


the club would from. there. 


The 


and the teacher notified of the time, 


arrangements made 
etc, This enables business students 
to work with local businesses and to 


learn how to talk to executives, ete. 


Keeping a file of up-to-date occu 
pational information. Of course, if 
the school has a full-time guidance 
counselor, this may not be necessary, 
personnel have 
Assum 


as most guidance 
such information available. 
ing that the school does not have a 
guidance counselor, it is a wonder- 
ful activity for the business club to 
undertake. A committee of two or 
three can be appointed to gather, file, 
this information to 


and distribute 


students interested. If a student de 
sires information on the qualifica 
tions, salary, ete., of a medical secre- 
tarv, this committee will endeavor to 
secure such information if it is not 
already available. This service would 
also be open to any student in the 


school. 


Selecting audio-visual aids to hi 


used in the business department. Th 
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grade 


teacher will naturally want to seles 


some of the material, but the stu 


dents should have an opportunity 
select. a large percentag 
allowing «the club to select this ma 


terial, order it, show the motion pic 


tures, ete., the teacher is helped in 
that 


terest 


the students wall take more in 


in such aids when they, them 
been responsible for 


selves, have 


their being used. The students are 


further helped in that they must learn 


the sources for these materials, write 


letters in regard to them, evaluate 
materials to determine the best for 


the particular purpose in mind, ete. 


Bringing in resource persons to 
talk to the business classes. Stenogra 


phers, bo Ache epers, t\ pists, 


salesmen, executives of various firms, 


college professors, ete., can do much 


to enrich the commercial courses 
The club ean keep on file a 

local people who are willing to Give 
of their time and talents to help th 
voung business people of tomorrow 
A card index of such people will be 
of much help to the club and teacher, 
especially to a new teacher coming 
into the school 

Putting on Assembly Programs 
In schools where each teacher is re 
assembly 


sponsible for one or two 


programs each vear, this will reall 


be a welcomed activity for the club 


to undertake. Sometimes a recipro 


cal agreement can be worked out 
with another commercial club from a 
nearby town whereby each club will 
“get up” one program and_ present 
it in both schools, thereby giving each 
business department credit for two 
assembly programs—the one they put 


on.and the one brought in. 


Furnishing typists, stenographers, 
and bookkeepers to help other teach 
It de 
keep the 
better, 


ers and clubs when needed 


sire d, be wokkeepers mav 


records for other clubs, or 
help them set up their books to meet 


their particular needs. 


Preparing a booklet on the re 
possibilities for 
This will 


students graduating from the school 


gional job high 


school graduates benefit 


the students who prepared it (in that 


bankers, 


1 


le in contact with and talk 
and the 


business 


pt role ,. 


business 


teachers who will have 


idea of what to give pupils in 


| 
way of business training Phos 


pecting to stay in the region 


in Which the school ts 


need a different tvpe of training 


their hom« 


those who plan to leave 


town to find work. 


Oryanizing an annua 
mien husiness students 


This is a nice activity and an ¢ 


cially good public relations devics 


the club can afford it. It 1s similar 


the father-son banquets held in 


1 
I 


Lo 


many schools by the agriculture 


partment 


? ‘ s],] 
guia WLONTRIEN 


This 


entertainment 


Planning aor 
weekly meetin would be 
addition to trips, ¢ 


meetings, committee meetings, ete 


Business matters would be discussed, 
guest spe akers heard, Spe ial re port 
made, assignments given, and all th 


many\ things that needed to be done. 


Establishing a cluh speakers’ hie 
which 


for various school and civic actiz 


reau would furnish speakers 


ties. Four or five students with ex 
ceptional speaking ability could serve 
on this committee and appear befor 
PTA 


Lions clubs, 


and Rotary 


groups, etc 

Selling advertisements for — the 
school newspafer and yearbook. This 
will enable the students to get experi 
ence in selling and will also give 
them an opportunity to meet and talk 
with business people. 

There are numerous other activi 
ties that a club might engage in, de 
pending upon the size of the organi 
interest that the 


zation and_ the 


teacher and students have in it 


Club Organization 


Most of will be 
best handled through various com 


the club’s work 


which is delegated 
One ! 


mittees, each of 


certain responsibilities. such 
committee might be the ‘Consulting 


Committee,” made up of those busi 


ness students with an “A” average 
The this 


would 


members of committer 


have the responsibility of 








helping (upon request by the student 
needing help or by the teacher) the 


slow learners to understand and 
work the shorthand, bookkeeping, 
business math and other assignments 


lia 


student is having difficulties, one of 


within the business department. 
the members of this committee can 
arrange to help him at convenient 
times—both in and out of school. It 
is plain to see that this will not only 
help the slow learner, but will also 
be of help to the student auditor and 


the Students will conside1 


the teacher. 
it an honor to serve on this commit 
tee and will try hard to maintain the 
‘A”’ average. 

committees need 


Likewise, other 


to be established, each of whieh is 


responsible for a particular aspect 


of the over-all club program. Some 

of the committees might be: 
Library Committee: obtains books 

and pamphlets or magazines for the 

business department. 

obtains 


Audio-Visual Committee: 


audio-visual materials for the busi 


ness department. 
Public Relations Committee: keeps 
up contacts with business people 
writes up the club activities for the 
school and local newspapers, ete. 
Committee: 


Program plans each 


of the regular monthly programs; 


secures speakers, ete. 


Finance Committee: plans activi 
ties whereby the club can make 
money; handles the money; keeps a 


record of all money transactions, ete. 
The 
chairman of this group. 
Special Reports Committee: 
and reports to the club on articles of 


club treasurer should act as 


reads 


interest to business students found 
in various magazines. 
Entertainment Committee: — or- 


ganizes relaxation and entertainment 
programs along with the other ac- 
tivities—dances, parties, out-of-town 
trips to concerts, plays, fairs, etc., 
will keep the club members happy 
and working. All such activities re 
quire careful and detailed planning 
the 
committees. 


entertainment and finance 


Needless to say, all par 


by 


ties of this type will have to be super 
vised by the club sponsor or mem- 
bers of the faculty or advisory com- 


mittee. 
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Advisory Committee: co-ordinates 


the activities of the club. This com- 
mittee should be composed of the su- 
perintendent or principal, several 
businessmen, president of the stu 
dent) council and) maybe another 
teacher or two. 

These are a tew standing commit 
tees that might be set up. Naturally, 
there can be others, as well as a num 
ber of temporary committees ap 
pointed from time to time for specific 
purposes (such as a decoration com 
mittee for the spring banquet, const 
to recommend 


tutional committee 


sic sntnll wah welll 


needed changes in the club’s by-laws, 
transportation committee, ete. ). 


It is hoped that more teachers will 


undertake ‘the Sponsor1lAag of a busi 
ness club and will engage in these 
and other activities, especially the 


operation of a placement bureau to 
help the students of the school. Irom 
the placement bureau, the club can 
undertake other activities as student 
interest mounts. Some clubs under 
take one new activity each year whil 
word of 


maintaining old ones. One 


too many activities are as 


caution 


bad as none 





THE PERSONAL TOUCH 


IN TEACHING 


(Continued from page 339) 


bearing on the personal touch = in 
teaching : 

1. Superior teachers like children 
inferior ones dislike them. 

2. Superior teachers showed their 
liking for students in many ways. 
They knew the names of their pupils 
and knew something of their back 
grounds and interests. Inferior teach 
ers showed their dislike for children 
by displaying a cold and unapproach 
able attitude and by ‘complaining how 
stupid, lazy, and troublesome some 


students were. 


The end of the year Te We 20 vd 
time to review personal teaching suc 
cess. Our present students are too 


close to us and to the need to earn 


a good mark to give us a completely 
accurate picture of how closely We 
with 


have been able to communicate 


them this year. However, even they 
can give a slight indication of success 
or lack of it if we have the courage to 
use one of the many teacher-rating 
scales available. 

June is reunion time; perhaps our 
former graduates will help us to dis 
the 


communication. 


cover moments of most. sue 


cessful Perhaps we 
will find that using the personal in 
terest approach more frequently ts 
way of “breaking 


one successful 


through.” 





TRENDS IN BUSINESS OCCUPATIONS IN 1950's 


(Continued from page 341) 


or military during the next five years 

we may predicate therefore that by 

1960 there will be: 

@ decreased proportions and num 
bers of farm workers 

¢ similar proportions of industrial 
workers 

® increased proportions of workers 
in the professions and in service 
occupations 

® increased proportions of workers 
in business as a total with slight 


decreases in the proportions of 
managerial and sales workers 
the 


tions of bookkeeping and steno 


@ modest increases in propor 
graphic workers 

® considerable increases in the pro 
portions of general clerical and 

office machine workers. 

The implications for job traiming 


and curriculum planning are evident! 


These data were taken from Annual Re 
port, the Labor Force, 1955 Bureau of the 


Census, March 1956 
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KNITTING YARN 
is the answer 


bulletin boards or notices 


AVE 
been a problem in’ your. short 
hand class?) Maybe knitting yarn is 
your answer. 

Knitting yarn can easily be at 
tached to bulletin boards with pins 
or staples. One of the accompanying 
illustrations shows a methods student 
putting brief forms on a_ bulletin 
board in the shorthand classroom of 
the School of Appa 


lachian State Teachers College ; 


Lab ratory 
an 
other shows a teacher using the board 
in her beginning shorthand class. 
This board can be left for as long 
as the teacher deems advisable. 

The easiest and possibly the most 
effective way to use knitting yarn in 
the shorthand class is with a simple 
and easy-to-make felt board (see ar 
‘icle on the following page ). 

Announcements and notices of all 
kinds can be put up in practically no 


S. W. Dry 
Appalachian High School 


The 


\ppalachian State 


Boone, 


—- wT eeeeoeem 


time. No 


adhesives of 


acks, pins, staples, o1 


any kind are necessary 
felt 


the 


When yarn is used against 


outlines with 


felt 


Simply shape the 
varn against the and snip with 
the scissors at the appropriate place 


The 


against 


third 


illustration is of yarn 
felt f 


and is a replic 
letter in the 


Vanual Simplified with 


early rey ised 
Shorthand 


the exception of the signature. 


Gregg 


The classroom can be made more 
color combina 


Attention to 


a new notice can be emphasized by 


using 


attractive by 


tions of yarns and felt. 


using a different color. 
Acquisition of knitting yarn 1s no 


problem. It is inexpensive and easy 


to use, a good motivation device, an 


excellent medium for review and 


remedial work, and adds to the at 


tractiveness of the classroom. 
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Laboratory 


North 


Sc hool ol 
Leachers 


Carolina 


Colleg 
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“A colorful felt board 


will 


attract and hold the atten- 


tion of the students while 


learning the keyboard, 


thus halting the tendency 


of the eyes to wander 


the typewriter.” 


W: YULD you like to stimulate in- 
terest, improve efficiency, and 
lighten your load in teaching the key- 


make 


board in typewriting? Then 
an inexpensive felt board. 
A felt 


effectively 
board. The letters are placed on the 


board can be used very 


in introducing the key- 


board as the keys and new reaches 
are introduced to the class. Finding 
letters on a felt 
fusing to the student than locating 


board is less con 
them on a wall chart which shows all 
the characters at one time. 

A colorful felt board will attract 
and hold the attention of the students 
while learning the keyboard, thus 
halting the tendency of the eyes to 
wander to the typewriter. It can be 
adapted to any approach to introduc- 
The 


beginning typewriting is off to a fine 


ing the keyboard. teacher of 
start when using such a board. 


Lay the masonite board on a flat 


surface. Apply a light coat of var 


nish (or glue) with the paint brush. 
the felt or cloth 


Lay flannel 


smoothly over the board before the 


varnish dries. Trim the material 


about two inches wider 


than the 


FELT BOARLC 


S.W. Dry, Appalachian High Scho: 


masonite board so that it wall lap 
over the edges of the board. Glue the 
ends of the material to the back of 
the board. Allow the varnish to dry. 
Draw forty-four circles approxi 


mately three inches in diameter on 





OR TYPEWRITING 


e Laboratory School of Appalachian State Teachers College, Boone, North Carolina 


the poster board. to represent char 
acters on the keyboard, shift) lock 


key, and the margin release key. 


to 


” ”, 


Draw two rectangles 314” x 6! 


represent the two shift keys, and two 
” 


squares 344” x 31.” for the tabulator 


key and the back space key. Draw 
i rectangle 4” x 28” to represent the 
space bar. 

The letters can be painted in the 
circles from stencils or by free-hand 


drawing. All the keys can be made 


Feeeoooeoooem 
CORWRERR ETRY AUX I XORP 
ANSMOMFRGRHRINKEL 
ZEXECKVEBRNEMK 


Cost 
oles S P A C E B A R ee oe ox 
2 Poster hoards, 13¢ 


the same color, or different colors can 


be used to represent the different 


fingers. Red is an attractive color to 


use on a green or gray background. 
\fter the 


poster board over on a clean surface ; 


paint dries turn the 


varnish to the 
tlock 


locking is the proc 


apply 


back of the 
} 


poster board, and before the 
varnish dries. 
ess that causes the keys to adhere to 
\fter the 


dried, shake the loose flocking from 


the board. varnish has 
the poster board and cut out the key S. 

Space the ke ¥S properly on the felt 
board and draw a circle around each 
of the keys so that blank keys will 
on the felt before the 
Draw a 


show bi yard 


characters are introduced. 
diagonal line on the felt board to sep- 
arate the keys to be struck with the 
left and right hands. 

The felt board is now ready for 
use in introducing the keyboard. 


Materials Needed 
1. Masonite board, ag 


any lumber company) 
2. 13¢ yards of felt or flannel 
from a local department store) 


he 
Hie 


x 4’ (secure from 
material 
(secure 
Any color 
eves and attractive 

3. Small can of 
$. Paint 
5, 


Poster 


green or gray 1S easy on 
varnish or 
brush 

board 

6. Flocking (sand or sandpaper). Flock- 
ing can be ordered from Busy-Work Shops, 
5903 Kast Eleventh Street, Tulsa, Okla 
homa Use either Vel Coat N 30 or Ni 
0) 

7. Stencils for lettering 

8. Scissors 

9, Tempera paint or India ink 
board, 10c per sq. ft 


each 

Flocking, 75c per Ib. (probably 
Ib. would be sufficient) 

Varnisl 

Brush 





DISCUSSION 
AND 


Ss U the need for this kind of presentation 
at least as an occasional alternative 
DISCUSSI N classroom method. Information for 


this report was gathered by a com 


L EA D E RS mittee of 65 students from 150 ques 


tionnaires which were completed by 
sophomores and upperclassmen at 
Bictiend Dale Harvard. The student council made 
4 « ( al 

; . ras this statement: 
New Mexico Highlands University 
as Vegas One of the disadvantages of the lecture 

system is the fact that it is more dependent 

on the genius of the teacher than any other 

“Dp avis method. Though it is convenient for some 
Perhaps our business students may 


need to conduct their first discussion 


purposes to assume that the scholastic giant 
is of necessity a profound and stimulating 
on the subject of discussion itself!" teacher, the dismal experience of the col 
lege student too often bears witness t 
insufficiency of this assumption as an 


ating rule. 


This Harvard report makes abund 
antly clear that it is not a wholesale 
indictment of “the lecture system,” 
but rather a plea against overuse of 
the lecture technique in certain situ 
ations in the college classroom. As 
business administration teachers, we 
musi FIVE serious consideration to 
such CTiticisi 

The Harvard report then goes on 
to a more constructive discussion of 
the possible use of small groups 
(committees) to supplement the in 
struction received in classroom. lec 


tures 


Student « 

Wcesstt 
oriented around j nele pursuit 
pursuit provides continuity and soli 
to the group, allowing‘its existence 
a cumulative process ratl 


series Of disjointed meetings. The funda 


[' classroom committees in college 


are to be effective, skill in gr up dis- mental difference between learning in such 
a group and learning via the lecture hall is 
z pares that the students are doing the job. In 
cussion 1s often, a very fruitful stead of competition for marks there is co 


cussion is a necessary requisite. Dis 


method of teaching the full class, too, operation for an exchange of ideas The 
course of discussion and research draws on 
the latent interests of the members; the 


Certainly skill in discussion needs to group is completely autonomous 


especially if the group is not too large. 


be a vital part of professional training : 

; : I ; ; 5 In the full class as well as in com 
for business administration. ; : 

mittees—so long as the class is not 

A report compiled by the Harvard 


so large as to be unwieldy—discus 
: on ; j 
Student Council in 1948* makes clear 


sion can provide benefits for the busi- 
‘Harvard University Student Council Report, 2 Thid., page 23 


1948, Ibid., page 64 
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ness administration student unobtain- 
able through other methods. 

College men and women who are 
going to be business leaders need to 
develop skill in the give-and-take of 
public discussion ; and they need, too, 
the enlarged perspective on economic 
and managerial principles which can 
only be derived from participation in 


such an exchange of ideas. 


Objectives 

On the matter of classroom discus 
sion of controversial issues, opinions 
as to the part the teacher should play 
in such discussions vary all the way 
from complete avoidance of any stand 
on “open questions,” 
Ulich, to 


his own particular views as advised 


as advocated by 


“defensible partiality’ to 


by Brameld. 
Whatever the particular teacher’s 
Views about his 


appropriate posi 


tion —whether 


a public face of im 
partiality, often artificially assumed, 
or an open admission of partisan 
ship, vulnerable to the charge of “in 
doctrination”—this is a question he 
should honestly face in his own mind 
should advise 
If he is 


partisan, then the danger 


and one Which he 


on 
lass of his own decision. 
ination is minimized if the 

are of the admission, and 
its own members’ rights 
strong individual commit 
assumes artificial im 


the 


al 


has a right to 


class 
know that, while the topic at hand is 


in “open question” 


in current society, 
such questions are eventually capabl 
solution for soci tv's good or dl. 

Phe same question arises as to the 


controversial cl 


+ 


nate aim of iSS 


room discussion, for students as well 
1 


as teachers, 


\gain we turn to Ulich:' 


he discussion of controversial 


be limited to clarifying the 
ut arriving at anv final decisions 
hoth the 
ittitude of re 


WwW ill be cde veloped 


Is accept d by 


his restriction 
and the 
1 humility 
h the student that 
problems of cannot be 
in the courts to be judged like crimi 
nals or companies involved in a lawsuit 


teacher student, an 


spect at which 


to understand 
mankind 


will teac 
the great 


cited 


indamentals f Den ratt 
Americ Book 
See especially pp 


mpany, 


59 ff 


ae 
a 


Theodore Brameld, al 
losophy, World Book Co., ¥ 
Y., 1946 

( 


Ip. cit., page 


itterns f Educat l 
Pp nkers-on- Hudson, 
N 


a ig 
26/ 
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_ and again to Brameld 2 


Any professionally qualified teacher who 
from Humanist to 


holds a particular faitl 
Catholic—is not only entitled to a position 
in the public schools; he is entitled to ex 
press his faith when religion is under grouy 
discussion (teachers of various faiths 
should as often 


gether) 


as possible be present to 
In exactly the same way Commu 
and Party teachers are 
entitled to express their beliefs 


whatever 


nist Republican 


In any case, the class 


method in’ discussing controversial 
issues of society, there will be occa 
sions in the democratic classroom for 
discussions involving the group’s own 
immediate problems and procedures. 
Such discussions ‘necessarily involve 


reaching some measure of consensus. 


Integration Not Compromise 
Iver since John Dewey began to 
inquire about How We Think, men 
have seen thinking as a cooperative as 
venture—and 


well as an individual 


the art of reaching decisions as one 


which can be consciously cultivated 
in concert. The early work of Follett, 
Ilhott, and Sheffield, and of the mort 


- . f 
recent 


dynamics of 
toward thre 


conclusion that group thinking can be 


students of the 


group discussion, tend 


y 
s 


greatly improved 1f it works toward 


an integration of views (later writ 


ers often call it “consensus” ) rathet 


than toward victory. of 


f« man of 


Sheffield’ 


over the other even in th 


“mayoritv-rule” voting. 


Mayoritv voting: 


crude, 


her 


More positively, Chase®® has pre 


sented five principles which should 


govern fruitful discussion aimed 


toward an integration of opinion. 


These are: 
1. The principle of participation 
2. The principle ot COOpt rative ac 
tion. 
3. The principle of clearing com 


munication lines. 


Op. cit 

§ Alfred 
perience 
XV 

®* Thid., page 102 

™ Stuart Chase, Roads to Agreement,” 
in Vital Speeches, Feb. 15, 1953, page 281 


. page 667 
D. Sheffield, Training 
y } 


New York rhe Inq 


quote 1 


+. The principle of facts first. 


5. The principle of a feeling of 


security. 
In all discussions aimed at integra 
tion, however, it is essential that the 


aim of consensus never be allowed 


to override the more basic one of 


ultimate respect for the individual's 


right to disagree. Once that right is 


forgotten, so-called “democratic” dis 
cussion quickly becomes worthy of 


Kerlinger’s criticism :!! 
effec a device whose social end 


It is, in 


is the glorification of the group and the 


individual choice and au 
] 


subordination of 


tonomy. It is a form of forced hypocrisy, 
a rationalization aimed at an ideal which ts, 


ultimately, quite authoritarian 


With all these 


perhaps our 


cautions in mind, 


business students may 
need to conduct their first discussion 
the ; 


\t any rate, it 1s plain that the pro 
; * 


on subject of discussion itself! 


{ 


” Open to frequent critical 


the 


must 


ess 
review. at time it 1s 
that, if 


making is to be 


same 


plain concerted decision 
one task of our busi 
and if 


plex a skill, the student’s capacity to 


it sw sO com 


ness graduates, 


Ae velop it must not be left to chanes 


Class Preparation 


Occasionally a teacher will find it 
difficult to introduce the class to the 
use of student discussion leaders. | 
found that the use of. this tech 
be de 


committee reports 


have 


nique can veloped quite natut 


lly from which 
g1ven orally before the class.! 


\t the 


report, the cont 


conclusion of the committee 
chairman. or 
members re 


his 


what class mem 


One of the commit 


the class as Ie ule i 
liett 
‘rs would like to contribute to make 
undet 


report more comple te or 
I 


standable or to emphasize what 
points they believe to be of special 
importance. 

After such beginnings, new topics 


can later be brought up which may 
be handled by one student discussion 
leader on his own 

An introductory method used by 
some teachers is to write the general 


subject areas to be discussed on the 
blackboard, 


opportunity to 


each student an 


giving 


pick the general area 


N. Kerling 
Dynamics,” 
1954) 


» page 17 


\uthoritarianism of 
Educ 


ZTEssive 


it 
d in an articl 
Business Educat 





on which he wishes to concentrate. 
Thus the student has time in advance 
himself for the role of 


The 


will study each area, and thereby be 


to prepare 
discussion leader. whole class 
prepared to carry on the discussion ; 
but the student leader should be espe 
cially prepared, so as to know what 
lines to follow to reach deeper into 
the heart of the subject under dis 
cussion, 

Ikven though the student leader is 
well prepared in his subject matter, 
he must realize that he is to act not 
only as a resource person, but as a 


catalyst as well—his function is to 


facilitate the participation of each 
member of the class in reaching a 
personal understanding of the sub 


ject at hand. 


Critical Comment 

In a recent study of student reac 
tions to this and other group tech 
niques in college and graduate classes, 
| found a strange conflict of values 
about student discussion 
More than half the favor 
able comments about this technique 


existing 


lea lers. 


expressed satisfaction with its possi 
bilities for excellent leadership train 
ing; for helping shy students get 
over their reticence; for giving prac 
tice to those who need it. ete. On 
the other hand, almost half of the 
adverse comments complained about 
the lack of ability or skill on the part 
of students when leading the dis- 
cussion. 

dichotomy 


this major 


can never be completely reconciled ; 


I r( »bal ly 


but it can be greatly alleviated. At 
the outset the whole group of stu 
dents who are going to try student 
discussion leadership—even if briefly 

needs to clarify its goals in the ex 
periment. 

At this point it would be well to 
look at the other half of the favor 
able reports of students exposed to 
this 
training alone it} would be difficult to 


technique,; for in leadership 
find justification for its inclusion as 


a teaching aid in many business 
courses not primarily concerned with 
training leaders. 

Looking at student comment, we 
do find several other advantages that 
par 


can accrue through successful 


ticipation of students as leaders of 
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class discussion: it broadens group 


insight into the topre under discus 
sion to have it approached from the 
different 


various viewpoints — of 


increases students’ inter 


people ; it 
est to have their own group members 
participate as leaders; and it. obvi 
ously gives an opportunity for valu 
ble specialized study to those who 
prepare themselves adequately — to 
lead. 

But lest the group be misled by 
the mirage of “specialized study” for 
the one who prepares himself to lead, 
that 


thereby absolved from the necessity 


and think other members are 
of any study, the whole class must be 
earnestly reminded that a truly ust 
ful student discussion plan depends 
far more than mere lectures upon the 
full cooperation of every member of 


the class. 


The Teacher's Role 


Another point that needs to be 


stressed is that the teacher is not 


abdicating his responsibility” either, 
in turning over the status of leader 


He is 


still as available as ever as a resource 


ship to his students in turn. 


person to be consulted readily by the 


members at need. Indeed, making 


class members themselves responsible 
to know just what measure of help 
they do need from the teacher, and 
free to bring their problems to him 
during class time, may result in his 
being more helpful than if he did 
not give them this opportunity. 
Should the group as a whole de- 
cide that these advantages are worth 
the collective effort, there remains the 
immediate problem of assigning the 


\gain the 


group needs to assess its motives. It 


student leadership. role. 


the purpose 1s “leadership training 
(for an extreme example: in a cours 
in conference leading), then it 

plainly be necessary for everyone 
take his turn, and for all persons 


recognize at the outset that they may 


all go through occasional painful and 


trving sessions together im the in 


to vain 


terest of helping each othet 


maturity of ability. If, on the other 


hand, the leadership training motive 
is secondary, and the primary put 


pose is to add. interest, Variety, and 


depth to class experiences, then 1 


t 


may prove a better plan to condue 


the first few sessions on a volunteet 


basis—or even elective or appointive 
after which another evaluation ses 
should result) in 


sion by the group 


some consensus on future plans. 


XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 


> 


h 








Loot 





XXXXXXXX “XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 


BENJAMIN FRANKLIN 


By Anna Tracy 
Senior High School 
Northampton, Pa. 


By the use of but one key, the 
asterisk, the art-typist was able to 
construct this portrait with the differ- 
ent shades and tones by (1) varying 
the intensity of touch; (2) controlling 
the horizontal spacing; (3) control- 
ling the vertical spacing. The design 
was first lightly outlined in pencil and 
then the pencil lines were obscured by 
the asterisks. A contest medal winner, 
it is of the type that should not be 
attempted by the novice. 

This is one of the entries sub- 
mitted in the Annual Typewriter Art 
Contest conducted by Julius Nelson. 
Other designs submitted in the con- 
test will be printed in later issues of 
this magazine. 
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WHAT BUSINESS THINKS AND SAYS 


What Good's the Frostings 
without the Cake? 


4s GOOD PUBLIC RELATIONS,” the chair 

man of the development committee said. The other 
directors nodded, Solemnly they voted several thousand 
dollars for statewide newspaper advertisements showing 
our company’s new home office building. They chose 
the one featuring a front view of the building and a 
signed message from the president. 

While the secretary recorded this action, a clerk in 
our correspondence department two floors below opened 
a letter, [It was written in pencil and came from a woman 
upstate who had been a policyholder with our company 
for 16 vears. She had some questions to ask about her 
policy. Important questions, to her. 

The clerk scanned the letter quickly, then wrote at the 
top, “failed to give policy number; send form 238 re- 
questing same.” She put the letter in the follow-up 
basket. It had already spent a week, unanswered, in a 
folder on her desk. 

‘It’s good public relations,” the sales director said, 
thumbing a folder on the semi-annual convention at 
Wentworth-in-the-Pines. He told his assistant to wire 
reservations tor four and leaned back to ponder his 
assigned talk at the convention’s forum on Better Public 
Relations Means More Sales for You. 

That afternoon, 100 miles away, the vice-president of 
a hosiery mill dialed our branch office number. The 
phone rang and rang. Finally he heard a click and a 
voice said, “Just a minute!” It was a hot day and the 
V.-p. Wasn't a very patient man anyway. He slammed the 
phone on its cradle and crumpled the slip of paper in 
his hand. 

These things all happened at our company not long 
ago. Comparatively small matters, | suppose. Some of 
our letters and phone calls were handled pretty well. 
Our financial statement looked fine. Reserves were 
healthy. Employees were reasonably happy. 

But that hosiery mill fellow didn’t take the long view 
when we ran into him at a business club meeting a week 
or so later. Neither did our boss when he got a letter 
(typewritten, on bond) from that upstate woman's hus 
band. The letter sizzled and so did the boss. 

We did a strange thing, the advertising manager and |. 


wrinted from Printers’ Ink, March 11, 1955. Copyright 1955 by Printers’ 
hing Company, Inc., 205 East 42d Street, New York 17, N. Y. 


May, 1956 


Pheodore Wachs, Jr. 
Former Public Relations Director 
Connecticut Hospital Service, Inc. 


We went over to the drugstore, changed a dollar into 


We had 


a queer guilty feeling at first, phoning our own numbers 


nickels and dimes, and made some phone calls 


and making like a customer. But the deception was pti 
fully easy, and the results were shocking. It was both 
funny and painful to hear the advertising manager plead 
ng for a copy of our new folder on accident policies 
“You'll hafta call advertising,” the clerk at the other end 
kept saving. “This is claims.” 

We brought the sales director and office manager into 
our espionage network the next morning. Together, we 
raided the letter files in broad daylight. More shocks. 

“I’ve been worrying about the English language fot 
20 vears,” the advertising manager moaned, “but I never 
knew there were so many ingenious ways to say nothing 
in three syllable words.” 

“A fine example of how to maintain status quo,” the 
sales director said. ‘We're chasing people away Just 
about as fast as we’re bringing them in.” 

That week we took turns sitting in the reception room 
and watching our greeters at work. We marveled at how 
much patience the public really has. We monitored the 
handling of complaints and wondered how our company 
managed to escape lawsuits. We checked on the follow 
up of inquiries—or the lack of it—and winced. Then we 
went back to our offices and made plans. 

| wish I could tell you that our action was swift and 
effective; that we called the staff together, preached a 
new gospel and persuaded them to put off the ways of 
darkness and put on the armor of light. Unfortunately, 
it’s a lot tougher than that. When termites bore deeply, 
we discovered you have to do more than shore up the 
old foundation. 

But we're making progress. There’s a 48-hour-reply 
rule in correspondence now. People are called people, 
not “above-mentioned policyholders.” We ask them 
“please sign this slip,” not “execute the enclosed waiver 
immediately.” What’s more, we tell them why it’s to 
their advantage to do so. And woe to the clerk nowa 
days who doesn’t hit that telephone on the second ring! 

“It’s been a good lesson in humility for me,” the ad 
vertising manager confessed the other day. ‘I can always 
whip up a tasty frosting; but, what good is a frosting 


without a cake ?”’ 








Mo>' states require a minimum 
of student teaching, sometimes 
called cadet or practice teaching, as a A real experience for the student under the 


part of the teacher-training curricu 


careful guidance of a competent supervising 


lum of the prospective teacher. Thx 
average amount of such teaching for teacher. 
certification purposes in most states 

is approximately five semester hours, 

and occurs usually sometime during 

the senior vear. It is an experience in Earl S. Dickerson 

which the student should formulate Eastern Hlinois State College 
some concrete and objective proce Charleston. Illinois 

dures in getting the job done under 

the careful guidance of a competent 


supervising, or training teacher. The 


older and perhaps the more common 
title for such a person is “critic 
teacher.” In this article “supervising = 


teacher” is used to indicate the 


teacher under whom the student does 


his student teaching. S T D F N T 


Purposes of Student Teaching 


Student teaching affords an oppor 
tunity for students to put their edu 
cational theories and specific method 7 FA C H | N ( ' 
course materials into actual test. It 
is not enough for students to confine 
their teacher-training curriculum to 
discussion, observation, and reading. 
It is by direct experiences that mean- 
ing is given to theories. Student 
teaching gives the student an oppor 
tunity to try out his ideas which seem 
to be sound as evaluated by him and 
his supervising teacher. Certainly 
this try-out experience should be en 
couraged, for many times beneficial 


and new techniques are discovered. 


The Laboratory School 


1 + 


arly in the formal teacher-t 
ing program opportunities for stu 
dent teaching were provided by the 
teacher-training institutions. A labo 
ratory school in conjunction with 
the educational institution — itself 
seemed to be the ideal arrangement, 
as it furnished a convenient place 
where the student could try out the 


theorv learned i he formal class - 
wory learned in the formal cla THE CONFERENCE, a very necessary 


ed betwee ne of the supervisi 


room. 
In some institutions the laboratory IMinois ( nity High Ss | and her 

school was expected to serve aS a 

medium for specifically trying out 

and refining the educational theories 

by the “master teacher” in order to 

uncover new techniques for general 


classroom adoption and use. Such a 
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laboratory school worked very closely 


with the education-theory and = sub 
ject classes and 


was used by these classes for strictly 


matter frequently 
observation purposes. 

With this objective, the laboratory 
school was not adapted to serve the 
the 


experiments of necessity were con 


cause of student teaching, since 


ducted almost entirely by experts. It 


is the latter viewpoint that edu 


some 

calors agree should continue to be the 
1 

schools 


purpose of the 


built 


laborat« T\ 


in conjunction with teacher 


training institutions. If this is true, 


then off-campus student teaching 
becomes increasingly important. Cer 
tainly the laboratory school should 
not try to provide the entire student 


teaching experience. 


Advantages of Off-Campus Student 
Teaching 


One of the chief arguments in 
favor of off-campus student teaching 
is that the individual is permitted to 
The 
more typical the situation the prac 


the 


work in a real school situation. 


tice teacher eXpe riences, eCasit 


his adjustment to the first vear of 
actual teaching in the public schools. 

Another very important advantagt 
of off-campus student teaching lies 
new ideas that student teachers 
It is 


] 


schools to 


in the 


may bring to the public schools 
+] 


quite natural for these 


operate somewhat conservatively on 


time-tested theories and ideas. Stu 


who bi 


ing to and trv 


their 


trom 


dent. t achers 


out in the classroom some. of 
new and often untried theories 
education and special methods classes 
can be helpful to the public schools. 

For off-campus student teaching to 
there must be 


effective 


some con 


tact established between the publi 


school and the teacher-training insti 
tution. The most successful contact 
is between the department of the in 
stitution in which the student teacher 
is doing his major work and the d 

partment of the public school in 
which he is doing his student teach 
ing. This contact is usually effected 
by means of a coordinator. 

The coordinator should be chosen 
with great care. Possibly the best co 
ordinator is a teacher selected from 
the department in which the student 
This 


teacher has his major field. 
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brings some knowledge of specific 
subject matter into the work, and the 
relationship of student teacher, super 
vising teacher, and coordinator has 
something in common from the start 
The 
public school experience and be well 
the 


fronting public school teachers. 


coordinator also should have 


with problems con 


\n 


acquaintance of the teachers in the 


requainted 


area served is of great value in this 


tvpe of work 
The 


makes with the 


the 


supervising 


contacts that coordinator 
teachers 
in the public schools will tend to keep 
his ideas practical and less theoretical. 
To extent they should be re 
flected in- the 


methods 


SOT ¢ 


educational curricula 
courses at 1¢ 


The re 


students 


ind spe cial 


teacher-training institution 
will be be 
with more adequate knowledge of the 
| 


teacl 


sult tter-trained 


problems that confront. the ers 


in the public schools. 


Off-campus teaching almost  in- 


variably furnishes a great number 
and variety of experiences in which a 
student teacher can work and learn 


| he 


grasped as the student 


‘feel’ of the public school 1s 


Lea he r ke eps 


study halls and home rooms, mingles 


in congested corridors with students 


ind teacher teaches under crov led 


and other less favorable conditions, 


ittends teachers’ meetings, and parti 


cipates in the innumerable extra 


ricular activities found only 


situation. 


1 1 
SCHOO! 


Upon. rare the student 


occasions 


teacher may be asked to serve as a 
; regular high sehool 


Naturally, 


\sking i student to 


substitute tor a a) 


teacher. ge can 


this priviles 


easily be abuse dl 


that is foreign to him, 


teach a subject 


unless it is strictly in a supet 


capacity, as the giving of a test 


supervised study, is a questionable 


practice (on the other hand, the 


convenience or. the impossibili 


} 


securing a substitute can be 


nated by making reasonable us¢ of 


the student teacher who 1s immedi 


This is X perience in 
Many times the 


ately avatlable. 
a very real situation. 
student teacher might prove much 
substitutes, 
the 


currently in 


better than even available 
the 
problems of 


since student teacher has 


teaching 


mind. 


Some teacher-traimimg imstit 


might look upon off-campus 


as a financial saving to them 


setting up of campus student teaching 


facilities or even the expansion of 


present ones 


may seem too expensive 
ott 


when compared to the use of 
staff, 


transportation, etc. In fact, 


buildings, equipment, 


the 


calpus 
cost 
of off-campus facilities is generally 
nominal if anything at all, except for 


the services of the — supervising 
teacher. 
There are a few instances in which 


the do 


CeLVe work, 


teachers 


supervising 
; 
LOIS 


pay 


fee accrues to the benefit of 
eral public school fund. The 1 
the teacher 1s fully 


local 
is paid in full 


hind this is that 


employed by the school board 


and as such as the re 
1 e 4 - 

sult of the regular employment con 

tract. There fore, 


from 


any compensation 


accruing services 
the 
the general school fund. Fortunately, 


by many 


performed 


on job becomes the property of 


this attitude is not supported 
public school boards. 
All of 


\W riter 


the schools with which th 


has had experience or about 


has been able to ascertain 


which he 
take pride in offering this service as 


1 professional contribution to the 


1 


cause of teacher preparation which ts 
+] 


so acute the country over at this time 


Since the training centers 


‘ampus student teaching are 


ee aall } ; 
CarcrulLin \ | 


very 


teacher training and statf from 


the ft “aInin tution in 


ordet lo be meet 


high standards d i recogni 


a publi 
SCT VE ais il 


training center. Subject offerings 


1 pe ’ 
physical equipment, instructional 


materials, and teacher qualifications 


hed in the selection 


s 


ire carefully we 


of centers for student-teaching pur 


p' SCs, 


Disadvantages of Off-Campus Teaching 

There are certain disadvantages of 
off-campus student teaching as well 
as certain definite advantages. Unless 
great care is taken, public schools 
selected because of 


are primarily 


their convenience. Iextreme care 


must be exercised in the approval of 
teachers. 


off-campus — supervising 
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Often the need for supervising teach- 
ers is so great that teachers are used 
in this capacity even though they are 
not well qualified. 

Within the 
the supervising teachers are 


same school some of 
quite 
effective while others are not. It is 
difficult to plan a teaching schedule 
to enlist the services of the desirable 
teachers and at the same time, avoid 
the use of those whose services are 
not currently desired. This is espe- 
cially true with teachers within the 
same department. Equal training and 
experience often result in one teacher 
being acceptable as a supervising 
teacher and another not being so de- 
sirable. The off-campus coordinator 
must exercise the greatest of tact at 
this point and not antagonize the 
teachers as well as the administrators 
of the school, yet he must also realize 
that critical evaluation of the pros 
pective supervising teacher is neces 
sary since it is upon the selection of 
competent supervising teachers that 
effective student teaching is based, 
The work of the coordinator is fur 
ther complicated by the necessity of 
acquainting or orientating off-campus 
teachers with the 


supervising pur 


poses of student teaching and_ the 


procedures required by the teacher 
training institution. Serving as a su 
main 


pervising teacher is not the 


function of a public school teacher. 
This is not such a problem for the 
supervising teachers in the laboratory 
school on campus as they work 
closely with the department present- 
ing the professional education theory 
special methods, ete. 


Courses, 


Transportation and housing are 


problems for off-campus — student 


teachers. Both are inconvenient and 
costly. Often the regular term’s tui- 
tion must be paid even though th 
campus facilities are not used. Also, 
instead of walking on the campus 
from one classroom to another, there 
are transportation costs to and from 
the off-campus school and/or the cost 
of living in the town where the oft 
campus school is located. These ex 
schools, must be 


penses, in most 


borne by the student teacher. 
The more students who_ practice 
off-campus, the farther away from 


the campus the teaching centers will 
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be located. This creates major prob- 
lems of transportation unless stu 
dents prepare to remain off campus 
full time. This greater distance also 
complicates the problems of time and 
transportation for the coordinator. 
Often the coordinator receives too lit 
tle credit in his teaching load for the 
off-campus work 

Common criteria for student teach 
er evaluation, especially if the stu 
dent teacher has subjects under dif 
ferent supervising teachers as may 
be the case in a medium-sized or large 
become a major 


high school 


problem. With sufficient conferences 


may 


between the supervising teachers and 
the this 


tends to become largely theoretical. 


coordinator, disadvantage 

It must be recognized that high 
schools have personalities, even those 
of the same general size. One of the 
main duties of the coordinator is to 
become thoroughly acquainted with 
the personalities of the different 


schools into which student teachers 


are sent. The student teacher is ex 


pected to conform to the rules and 
regulations of the particular school 
in which he is working. This necessi 
tates an acquaintance with the poli 
cles pertaining to the specific school. 
A failure to contorm is a direct re 
flection upon the student, the institu 
tion from which he comes, the de 
partment in which he majored, and 
the instructors who taught him in his 
regular course work. : 

A discussion of the specific tech 
niques to follow in the actual student 
teaching experience is beyond the 
purpose of this article. No attempt 
has been made to present the daily 
working schedule and the relation 
ship of the student teacher to the 
supervising teacher. [Evidence shows 
ina number of studies of off-campus 
student teaching that even though 
the procedures are somewhat similar, 
the specific means of accomplishing 
the results vary greatly in the differ 
ent teacher-training institutions as 
they trelate to the affiliated public 


schools. 


By Merle W. Wood 


Des Moines, lowa 


Abraham Lincoln High School 


THE MEANING 
BEHIND THE 





“AUDIT” 


auditus 
meant 
to hear 





ONE OBSOLETE MEANING OF THE WORD AUDIT 
HEARING". AT A HEARING PEOPLE ARE GIVEN THE OPPOR- 
TUNITY TO VOICE THEIR COMPLAINTS AND IDEAS. THE WORD 
ALSO MEANT "A JUDICIAL EXAMINATION." WHEN WE HAVE 
OUR BOOKS AUDITED WE GIVE THEM A JUDICIAL EXAMINA- 
TION — THEY ARE ALLOWED TO "SPEAK" TO THE AUDITOR 
ABOUT ERRORS, MISAPPROPRIATIONS, AND BLUNDERS. 
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“Each year, as the new gencration of young peo- 
ple move into the government and private offices 
of Turkey (without having mastered a shorthand 
system) the problems of operating an office with- 


out shorthand loom larger. 








|* the days when Turkey was part 
of the vast Ottoman Empire, Ara 


bic script was used for all written 
communications. This script is, in 
reality, a rapid shorthand and as long 
as Turkey was using Arabic there 
was never any need for another 
shorthand system. 

In 1923, 


Rey yublic 


Turkish 
Arabic 
the 


when the new 


was established, 
was outlawed in the schools of 
country because 1t was considered too 
difficult to 


hindrance to the ambitions of a new 


learn and therefore a 
of nationalistic 
Latin 


nation. In a surge 
feeling Turkey adopted the 
alphabet, and almost overnight intro- 
duced the alphabet into its whole 
school system. In the Turkey of to- 
day, businessmen who are at least 
40 years of age may still be seen 
using the Arabic script. So wide 
spread is its use that even today the 
need for another shorthand system 
has not been strongly felt. Each year, 
however, as the new generation of 
young people move into the govern 
ment and private offices of Turkey 


without having mastered a shorthand 
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system, the problems of operating an 
office without shorthand loom larger. 
The voung people do not have a 
knowledge of Arabic script to fall 


back upon for rapid writing. 


Shorthand in the Commercial Schools 

There are Zz commercial lycees in 
Turkey which have a curriculum that 
includes two hours a week of short- 
hand for one vear with the objective 
of developing shorthand for the per- 
sonal use of the students. Even if we 
accept “personal use” as a justifiable 
end for learning shorthand, it is ob- 
that the allotted 

end is insufficient. 


vious school time 
to that 

There 
shorthand teaching beyond the lack 
devoted to it. Shorthand 


are difficulties in Turkish 


of time 


teachers are not trained for their 


specialized work. Commercial school 
directors feel that because shorthand 
is a part of the curriculum it must be 
offered, and they do not hesitate to 
send into the shorthand classroom a 
teacher who does not know. short 
hand, a teacher who keeps just one 


paragraph ahead of the students. 


Anthony R. 


In & 
TURKEY 


art Hl 


Sometimes a recent lycee graduate 
will be called in on a part-time basis 
to teach shorthand without ever hav- 
ing had any higher education or pre- 
vious teaching experience. 

The training of an average com- 
mercial teacher includes a very lim- 
ited introduction to shorthand in the 
lveee years and then three years at 
a higher school of commerce without 
further use or study of shorthand. 
the 


after 


On graduation from higher 


scheo! of commerce having 
been away from the subject for three 
years new teachers are assigned 
shorthand classes. 

To summarize some of the reasons 
for the dearth of Turkish shorthand 
writers today: 

1. There has not been an obvious 
because of the 


Arabic 


need for shorthand 


prevalency of writers of 
script. 

2. School hours devoted to short- 
hand are insufficient. 

3. The 
classes is “personal use” 

4. There has been practically no 


objective of shorthand 


touch-typewriting in Turkey to en- 





courage the vocational combination 
of typewriting and shorthand that has 
these 


Part 


accounted for utilization of 


skills in other countries. (See 
II of this series) 


5. The National 


was develop d. 


Purkish shorthand 
system (See iNustra 
tion ) 
6. Teachers are not prepared to 
teach shorthand. 
As advisors to. the Ministry ot 


education it became the responsibility 
of the authors to inform the National 
Director of Technical and Vocational 
Education about the problems cited 


ibove, and to suggest some a 


Shorthand Propaganda 


It became necessary to begin a 
campaign of informing educators, 
businessmen and government officials 
of the difficulties to be expected if 
the youth of the nation continued 
to be employed without shorthand 
skill. Convincing arguments were 
training 


presented in in-service 


classes for executives from busi 

ness and government. Newspaper, 
magazine and radio releases car 
ried announcements of the begin 

ning of a school to train teachers 
of typewriting and shorthand. The 
authors personally visited more than 
half of the commercial schools in the 
country to explain the need for short 

hand in Turkey's continuing efforts 


to improve its economic situation. 


Personal Use Objective 


By calling attention to the faet that 


students did not and could not use 
their limited shorthand knowledge to 
any advantage even for taking notes 
in school, it became clear to those 
that 


ictivity in shorthand is inadequate. 


concerned current educational 
Obviously the class hours were in 
sufficient to develop any degree of 
skill and a re-evaluation of the short 
hand objectives needed to be made. 
\s a result of the authors’ recom 
mendations, shorthand hours were 
added to the commercial Ivcee cur 
riculum, Changing the objective of 
shorthand from “personal” to “voca 


} 


will not be so easy. The im 


tional” 
portance of shorthand as a vocational 
skill cannot be fully realized until 


the first students who achieve voca- 
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DEVELOPMENT OF THE NATIONAL TURKISH SHORTHAND SYSTEM 


tional can be gainfully 


employed to demonstrate what their 


competence 


skills mean to office efficiency. 
We know that 
most valuable when it is accompanied 


shorthand skill 1s 
by the ability to touch typew rite. As 
was reported in Part II of this series 
of articles, the authors devoted much 
energy to making Turkish touch: 
typewriting possible by assisting with 
the development and adoption of a 
standard keyboard for the country. 
Even now, the combination of short 

hand skill and touch-typewriting 
ability is to rare in Turkey that be 

ginning workers poorly trained in 
these skills command a salary that is 
more than five times the average in 


come of the lycee graduate. 


Development of the Turkish 
Shorthand System 


Since 1928 the system of shorthand 


in Turkey has been the Benroya sys 


tem, developed by a shorthand teacher 


of the Istanbul Commercial Lycee. 
Teachers and students alike were dis 
satisfied with this system, for it was 
difficult to learn and difficult to write 
with speed. The Ministry of Educa- 
met 


tion these complaints by ap 


pointing a shorthand committee to 
develop a national Turkish shorthand 


The 


which 


system. committee of five per 


sons, consisted of teachers 


from lycees in Istanbul,  Ismir, 
Adana, and Ankara met in 1943 and 
proceeded to revise the Benroya SVs 
tem (Mr. Benroya was a member of 
the committee) by borrowing bits of 
the French Duplovee and Prevost 
Delaunay svstems, and the German 
Stolz-Schret Illustra 


tion) The result left much to be de 


system. (See 
sired and teachers began almost im 
mediately to make changes of their 
own. To complicate the situation fur 
ther, the committee arranged its new 
National 


three parts: 


shorthand into 


| ? 


Turkish 


Parts 1 an were basic 
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theory and included very few  briet 


forms, while Part 3 was intended for 


high speed development and required 


extensive unlearning of full outlines 


and the relearning of these words 


shorter outline forms. Teaching in 
the recommended sequence meant the 
wasting of precious hours in learning, 
unlearning and relearning. The un 
approach of the shorthand 


to the 


fortunate 
problem, ac 
fact 


committee whole 


counts to some extent for the 


that vocational shorthand 1s all but 
unknown in Turkey. 
ot ob 


facts 


after months 
arch that the 


shorthand situation were 


It was only 


tion and res 


of the 


serva 
verl 
fied. Then, it became the 
bility of the 
the difficulti 
recommend the full adaptation of an 


responsi 
authors to act to alleviate 
‘s. One possibility was to 
short 


established foreign 


to the 


system of 


hand Turkish language .The 
English Gregg and the German 
Stolz-Schrei others, 


systems, among 


adaptable. A 


CC msidered and 


were readily second 


solution, which was 
decided upon, was to improve on the 
present Turkish system by reorganiz 
ing the teaching units and introduc 
ing modern methods of teaching. 

Sum 


Ankara 


ranized 


A group of teachers in the 
mer Workshop 1955 at the 
Teacher-Training School reorg 
the sequence of Turkish heitiand 
theory and, applying modern teaching 
methods to two experimental classes, 
that the 


Phe experimental classes 


noted results were quite 


satisfactory. 


were followed by a further refine 


ment of the shorthand presentation. 


materials were devel yped 


Teaching 
and duplicated to provide the basis 
for a Turkish shorthand text 


be 0k, 


experimental classes are in 


new 
At the present time three more 
session. 


There is every indication that, in spite 


of some of the remaining handicaps 


of a rather awkward system, short- 
soon receive its 


hand will one day 


full share of recognition in Turkey. 


The Commercial Teacher Training 
School 


first time in its history 


made 


lor the 
Turkey has provision for a 
its commercial 
1956, 


formal education for 
teachers. In January after a 
vear of preparation, the Ankara Com- 
mercial Training School was opened 


"May, 1956 


under the direction of the authors 


Summer workshops and in-service 


courses for teachers in this. school 


will help to insure that experienced 


teachers can benefit from the im 


provement in the Turkish shorthand 


time. the school 


At the 


vill be training 


system, same 


a new generation of 


teachers who will be able to con 


tribute to further improvements in 


shorthand theory and _ teaching 


methods 


POP POODP PPP PPPPPOP PPP PPP PP PP DD PPP PPD OPPO DPD OPPO DPP POOP OOOO 


TYPEWRITER MYSTERY 


PP OPP POP PO PPP OPP POP POPP POPP OPPO PP POP PP OPP POPS PPS O PROP P OE? 


In the April issue of this magazine directions were given for constructing a de- 


sign on the typewriter. 


This is a typewriter game originated and copyrighted by 


Julius Nelson, sponsor of the artistic typing contests. 
If you followed those directions the result should be the design pictured below. 
The numbers at the left of the design are the line numbers in the directions on 


page 308 of the April issue. 


be 
-~OwonrIMMAWMFwWH-E 


THE ANSWER'S IN 


the back of the 





For readers who have 
THE JOURNAL devotes this feature to 


Many of our readers have 


often wished for back-of-tl 
answering 


heard this question. 


e-book answers to their questions, 


questions on subjects of interest to all 


What quality do most 
good teachers possess? 


On the last page of this magazine the 
Alumni Award this ost 


to savy about student teacher training 


recipic a of the 


Ellen C. Mulg 


rrew, has something interesting 


Bryant College 


»»> 








FROM 


EVERYBODy’'s 
POINT 


OF VIEW... 


TO TEACHERS OF TYPING: 


In schools which have switched 


to IBM, it has been noted that 


students type faster and more 


accurately on any typewriter -- 


even manual -- when they have 


been trained on IBM Electrics! 














































TO SUPERINTENDENTS : 


Be assured that the IBM is not 


only America's finest electric 


typewriter -- but it is the 


yi 
electric that students will be Ou .. 
most likely to use later on. 
Elec try 
In today's growing trend to 
longer b 
electrics, IBM is the favorite. ette, 






NT i alain 


--.» OUTSELL ALL OTHER ELECTRICS COMBINED! 


TEACH 


? 


ARITHMETIC? 


? 


John A. Lurie 
John Bartram High School 
Philadelphia, Pennsylvania 


HAT with electric adding ma 


chines and lightning calcula 
tors that add and subtract, multiply 
and divide, find balances, obatin in 
and discount, and 


terest perform 


other mathematical operations so 
much quicker than the human mind 
hand 


and is it really necessary to 


1 


teach arithmetic business and 
otherwise ? 

This question provoked a little in 
vestigation. Observing the number: 
of clerk-wanied advertisements that 
stressed “good in arithmetic,” “good 
at figures,” “aptitude for figures,” and 
the like, the writer decided upon a 
method of asking the employers of 
these ads, “just what do you mean by 
go xd arithmetic, ete?” 

This survey was begun September, 


1954. 


containing 


Help wanted advertisements 
requirements 
were clipped Philadelphia's 
Evening Bulletin and Morning In 


arithmetic 
from 
were answered. In 


quirer—and 


order to establish some degree of 
validity, the writer waited until ai 
least fifty replies were obtained. 
To get this number of returns, it 
was necessary to send out eighty-five 
letters of inquiry. The replies repre 
sented a fair cross section of manu 
facturing, retail, wholesale, and finan 


cial establishments. 


Survey Results 


Let’s examine the results of the 
survey. 

Over 80 percent of the replies in 
that 


number manipulation is still vital in 


dicate paper work in_ whole 


business. This is a direct contradic 
tion of the statement, “Arithmetic is 
no longer necessary. Machines do 
all the work.” 

The 


number of replies of firms 


360 


using fractions, and, especially, deci 
imal operations (over 50 percent) was 
surprising, also. 

Eighteen replies indicated horizon- 
tal addition. Do we really give much 
of this? 

What firm indicated square 


Also, cross-checking. 
root: 


A casualty company. 


evidently the elusive decimal point 
still holds a strategic position in the 
\lso. 


still employed by ottice 


area of business arithmetic. 
fractions are 
mathematicians, 

How about the replies on discount 
ing? Evidently, pre-figured tables do 
not operate in all instances. 

Here are some comments: 

“We use machines, but pupils do 
not know the theory, so do not know 
how to use the machines.” 

“They do not know how to con 
vert fractions to decimals.” 

“What about good penmanship :” 

“The girls do not seem to be able 
to read beyond AOL?” 

It is obvious that the age of auto 


mation, with regard to arithmetic, 


has not vet arrived. 





Sample Advertisements 
Here are some sample adv 


ments used in this check-up: 


The Letter 
In order that the employers would 
the 


sent the following letter: 


know. what writer's intentions 


were, he 


the application 
t relate + cler al work. | 
tea 


to make our busine 


are attem pting + 
3 perations w 


ur graduate 


peration. 


Very truly your 


Form of Questionnaire 
The following questionnaire, list 
ing all possible paper arithmetica! 
computations that may be employed 
accompanied. the 


The 


in a business office, 
letter of inquiry. results fol 
low: 

Changing fraction 


4 {ddition oT 
Hhole 


number to per cent (%) 


Changing decimal 


fraction 16 


Vaultiplication 


Whole numbers toa 


Subtraction of Changing decimal ** 


Whole number 5 to per cent (%) 27 


Changing per cent 
(%) toa decimal 25 


Division of 


IWhole 


number 


Changing per cent 
(%) to a fraction 13 


Addition of 
Fractions 
Finding per cent 


Vultiplication of 
(%) of 


a number 
Fractions 


Ratio 
Subtraction of 


Horizontal 
Addition 


Fractions 
Division of 
Fractions Horis ntal 
Vultiplication 
Addition of 


Decimals 


Hort 
Subtraction 


ontal 


Vultiplication of 
Decimals 


Cross Checking 


Square root 
Subtraction of i 
. nterest 
Decimals e 
Discount 


Bank 


Division of 
Decimals 

Trade 
Changing fraction 


to a decimal Cash 
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Business and education cooperate to 


sell the distributive education program 


AN EXPERIMENT 


HE Sears koebuck Foundation ! 


sponsoring an awards program 


for outstanding students in distribu 


tive education which has been de 


veloped by a committee of the State 


Supervisors of Distributive Educa 


tion of Connecticut, Massachusetts, 
New York and Pennsylvania, and ts 


being used on an experimental basis 


during the school vear 1955-56. The 


program follows: 


Pur pose 


scholarship, leadership, and an ap 


to foster citizenship, 


preciation of retailing as a career. 


To recognize outstanding distribu 


tive education students. To creat 
interest in and stimulate growth in 


the field of distributive education 


elward—An will be 


available in each school where a state 


award mad 


approved cooperative program in dis 


tributive education is being con 


ducted. Each award will be in the 
form of a U. S. Savings Bond in 
the amount of $50, together with a 


suitably engraved certificate of merit. 


elward The 


Sears Roebuck Foundation will pro 


Distribution of 
vide checks for the purchase of bonds 


May, 1956 


_ Ie ae 


IN 


Student Awards 


Distributive EF 
sears 


lucation student 
Award . Author is star 


recipient 


Samuel W. Caplan, Director 
Distributive Education Department 


Veachers College, 


remple Universits 


Philadelphia, Pennsylvania. 


1 
in accordance with intormation sub 
stat 


mitted by the Supervisor of 


l-ducation. 
Procedure 


Winners 


Distributive 


Award Selection ot 


award and criteria utilized 


will be left to each state. 
Award These 


awards for outstanding students will 


Presentation 


be presented at the end of the school 
vear 1955-56. The occasion and man- 
ner of presentation will be at th 
discretion of the school principal. 

this 


Because of: the interest in 


award, it might be well to review 
Pennsylvania’s experience with thy 
program. During the summer of 
1954 the state supervisors of dis 
New York, 


Connecticut, and 


tributive education for 
Massachusetts, 
Pennsylvania met with representa 
tives of the Sears Foundation to dis 
cuss plans for a new type of award. 
One of the purposes of the Founda 
tion is to foster interest and growth 


The de 


made to develop pro 


in distributive education. 


cision was 
cedures which would further this ob 
jective. 

The supervisors, after weighing 
proposals, de- 


various scholarship 


cided that it night be advantageous 
to award bonds to meritorious mem 
i This 


result 


bers coope rative classes 


idea was accepted, and as a 
Pennsylvania with 


Was provided 


units consisting of 10—$50 Bonds, 
10—$100 Bonds and 10 


These 


$25 sonds., 


were to be awarded on thy 


basis of the merit of individual stu 


dents. Keach state had the option of 


deciding on the mechanics of choos 


ing the winners and making the 


awards 


In Pennsylvania a committee of 


teacher-coordinators decided on the 


plan of operation. They divided the 


state into seven sections on the basis 


of geographical repres ‘ntation and 


number of programs. Each school 


or school district received at least 


one bond. The plan was adopted to 


give coverage and distribution to all 


schools or districts offering the pro 


gram of distributive education in 


Pennsylvania 


The standards for the selection of 


the student who was to receive thé 


award of merit were made the op 


tion of each individual school o: 


school district that received an 
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The 


gested criteria: scholarship, leader- 


award. following were sug- 
ship, citizenship, and job perform 
ance. It was suggested that individual 
coordinators might want to set up 
committees within their own. schoo! 
to help select the winner. 

The that it 


would be best to present the awards 


committee decided 


at a school function—-graduation ex- 


ercises, assembly programs or the 
class banquet—and_ suggested that 
the public relations value be used 


fully. It was agreed that cither 

Sears store manager or other Sears 
representative should be present to 
make the award. Informational re- 
leases should be prepared and placed 
in local newspapers and other news 


media. 


Results 


Reports trom teachers, super 


visors, principals, and superinten 
dents indicated that the awards plan 
Was a great success. Many teachers 
felt that it bolstered their position in 
the school and community; it gave 
fine recognition to deserving youngs 
ters and added the 


Sch M | 


stature to pro 


gram. board members and 
principals looked more favorably on 
the 


It brought new interest and life into 


distributive education program 
the classrooms. 
school administra 


letters of 


A great many 


tors and teachers wrote 


acknowledgment and_ thanks. 


Plan for Selection of the Student 


The standards for the selection of 


the student awards were made. the 


option of each individual school or 
that 


Typical plans follow: 


school district received awards. 


Beaver Falls High School 


Criteria for selection: Scholastic achieve 


ment, job performance, citizenship, leader 


ship qualities, poise and appearance, co 


operativeness in school and on the job, se- 


lection was made from the top four stu 


dents in the class, consideration by faculty 


award committee 


Erie 


coordinators 


The School District of the City of 


Each of the three teacher 


nominated two students, making a total of 


six candidates A committee composed of 


representatives of the local Sears. store, 


the Retail Division of the Chamber of 
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Commerce, and the Vocational Director 


interviewed the six candidates and made 


the final selections Criteria used were: 
tact, personal appearance, poise, ability to 


maintain conversation 


Greensburg Sentor High School 

\ special rating sheet was sent to the su- 
pervisors of those students who had ranked 
They wrote 
such as ap 


highest in work experience 


comments on various traits 


pearance, cooperation with 


procedure, progress on the job, advance 


ment possibilities, handling of customers 
The 
h 


school and on-the 


comments on 
both in 
Scholastic 


coordinator also wrote 


s observations of the student 


job training. 


acinevement Was used as anothe criteria 


for selecting the winner. 


Kittanning High School 


selection IO, class rank and 


Criterio for 


average, personality ratings by faculty, 


ratings by merchants, achievement in dis 


tributive education class, shoppers’ ratings 
WeKeespert High Schoo 


Selection was based or pers mality, schol 


arship, successful store experience, citizen 
s} Ip 
The five 


qualities, and merchandise manuals 


students sharing highest ratings 


in these qualifications were presented to the 


class for balloting 


Vonessen Senior High School 


Success chances, aggressiveness, appear- 


ance, personality, intelligence quotient, at 


tendance record, comments from teachers, 


hobbies, interests and activities out 


of school, discipline records, scholastic 


achievements, and employers rating sheet 
New Kensington Public Schools 


Criteria for selection: Scholarship, leader- 


ship, citizenship, job performance 


Schools 


permission of the de 


Philadelphia Publi 
\fter receiving the 
partment of superintendence to make these 
matter was discussed 


awards, the entire 


distributive education teacher- 
their monthly 


asked to 


students who would be 


hefore the 


coordinators at meeting. A 


committee was prepare an ex 


amination for the 


invited to participate in an examination 


Each coordinator was to send to the ex 


amination the outstanding student from the 


standpoint of scholarship, personality, 


character and good morals These stu 


dents appeared individually before the 


committee and were given a very thorough 


examination in problems of distributive 


education Ability to present andor 
ganize one’s thoughts as well as the logic 
of the answers were factors which wert 


viven top consideration 


Pittsburgh Public Schools 


Criteria for selection: Work record cards, 


grades in each subject for all four re- 


port periods, rating cards from employer, 


othe rs, store’ 


from 


student 


Written statement about 


teacher, student essay 
School 


Uniontown Jomt Locational [igh 


Criteria for selection: Scholars! 1p), leader 


ship, citizenship, job performance 
Publicity Projects 


\wards had 


Li ical 


The Sears Foundation 
great public relations value. 


supervisors and — teacher-coordina 


tors wisely used many different 


means of publicizing the awards. 


Some outstanding examples follow: 
High 


Greensburg School 


carried 


Reviet 


congratulat 


The Greensburg Morning 


an advertisement by Rover's, 


ing one of their employees winning 


the Sears Award Her picture was in 


cluded as well as a note of thanks to the 


local Sears manager “whose great ot 
ganization makes these annual awards pos- 
sible.” 

kenrie Public Schools 

One of the featured television programs, 
“Erie Public Schools At Work” devoted a 


full program to distributive education and 


offered an explanation of the awards 


Iligh 


was made 


Harren School 


The award at the annual con 


mencement exercises, along with the other 


that 
adults 
through local 


time. The audience 


and 300 


made at 
SOO 


awards 
consisted of students 
and was broadcast radio fa 


cilities over several counties 


Bethlehem and Upper Darby High Schools 


Mention of 1] 


the awards made in the 
commencement 


Was 


programs 


Beaver Falls High School 

\ picture in the local newspaper showed 
the winning student receiving the award 
from acting manager of the local Sears 
store 

Chester High School 


\ picture and an article was featured in 


the local newspaper 

One can surmise from the above 
report that the Sears-Roebuck Foun- 
dation awards were favorably received 
in Pennsylvania by merchants, teach 
ers and administrators. Naturally, the 
teacher-coordinators 
the 


furnished by the Foundation were 


cooperation ot 
and supervisors as well as aid 
factors in the success of the program. 
We look forward eagerly to the 1955- 
56 experiment when we will have 
fifty 

make. 


instead of thirty awards to 


THE JOURNAL OF BUSINESS EDUCATION 


sis ici eR — vido 10's st 


¥ 





proportional spacing 





HIS learning unit consists of a series of exercises 
and accompanying solutions involving the problems 
of centering, tabulating, and right-margin justification 
that confront the typist using a typewriter which has 
proportional letter spacing. 
The 


ercises are graduated in complexity 


self-teaching. 


They c 


umit is designed to be 
pleted in about 90 minutes. 
Most 


with proportional letter 


of the work done by a typist on a machine 


spacing will be less complex 
But, as a result of spend 


14 


the typist will be able to set up any kind of problem 


than some of these problems. 
ing these 90 minutes performing these EXETCISES, 


which may arise on the job. 
Vertical Placement 
Problem 1 


Find the number of lines of writing on ; 
8!4- by 11-inch size paper 


Since 
6 lines 


name 
leaving 
line leaves 
margin 


and 


Solutton: 


1. Check the paper guide to see that it is Problem 3 
at zero on the paper-table scale 


Set a 2-inch left margi 


2. Place the paper in the machine at zero on 
the paper table scale. This brings the paper 
in at zero on the top front paper scale, at 
10 on the middle front scale, and at 
on the bottom front scale 1 


the 


Solution: 


Vethod T: 


(Counting 
ze! 


- by 11 


: * Insert an 8 
3. Align the top edge of 
the line-scale indicator 

4. Count the number of turns of the evlin 
der knob from the top to the bottom of the 


paper 


paper with 


2. Turn on the moter 
3. Press the carriage 


5. The answer should be 58. } 
bring your carriage 


6. This means that 1 inch is equal to 5.8 


lines 

} 
Problem 2 
Type your name somewhere on the right 
hand side of the paper, leaving approxi- 
mately a one-inch top margin 


set key 
spacing, spacing 


Solution: 5 


1. Insert the paper; check to see that it is 


Esther E, 
Leona Kowalski, Ottawa Hills High School, Ottawa Hills, Ohio 


3. Move down seven lines and type your 
5.8 lines is equal to one inch, scale 
typing on 
approximately a 


Setting the Left Margin 


inches from the left edge of the 
-inch paper at zero 
on the top front paper 
the paper in at zero on the paper-table sca 
and the bottom front scale, and brings the 
paper in at 10 on the middle front scale 


return 
to 
stop now set on the machine 
Depress (and hold down until the point 
of the new margin ts reached) the marginal is 
marked mar set 
forward, or 
carriage by using the carriage release but 
tons on either side of the carriage r 
Move the left marginal stop to zero 
6. Move in 64 single units ( 


ninety minutes spent performing four- 


teen exercises, . . . the typist will be able to 


set up any kind of problem which may arise 


on the job.” 


Anderson, University of Toledo, Toledo, Ohio and 


Its self 


the 


Teachers will find the unit a time-saver 


teaching means merely assigning unit 


to the 


approach 


student. Supervision and tutoring are unneces 


sary 

Phe typist in an offic confronted with this type of 
machine for the first time can, after typing the unit, 
perform competently. 


Che 
| 


ly. it 


unit is designed to provide typing experiences 


does not include problems of erasing and 


on 
ing of the carbon ribbon, 


ig 


correcting errors and the chat 
though the complete mastery of this machine demands 
a typist be able to perform these two operations. 
that the of 


before or after the comple 


that 


t 


therefore, manual instruc 


It is suggested, 


tions be consulted either 


tion of the unit 


on the lowest 


since 32 units 


4 Mi ve the 

(16 x 4 
cupy 1 inch.) 

Method I1T:; (Employing the middle scale 

inch intervals. ) 

1. Follow steps 1 through 5 as before 

2. Move the carriage to 6 on the middle 

scale which is 4 in from 10. (This scale is 

in terms of half inches.) Moving trom 10 

7 7 >? 


9to &§ to /to618 a 


carriage to 16 
64 Fg 
the seventl 

{ 


1 
One-ImMCl top 


which has numbers at 


movement Of 2 


mches 


in 64 units or 2 
paper. ) 


Setting the Right Margin 


Note: 
This brings The right 
le bell will warn the typist 
The right margin does not lock 
The bell rings 22 single units before the 
carriage reaches the right marginal set 
4. When the paper been inserted at 
zero on the paper table scale, use the bot 
tom front scale 
5. The left edge of the paper on this scale 
zero and the right edge is 68. This is 
Do this by back so because the distance between the white 
moving the marks is 4 single units. Each unit is 1/32”, 
making 32 units equal to one inch 
814" x 32 units per inch 272 units across 
single units divided by 4-unit marking 
68 four-unit markings. 


Problem 4 


scale margin can be set so that the 


? 
2 
Py 


This should 


left marginal 


has 
the 


> 


o/4 


32 depressions 


straight. To do this, roll the paper down 
about 4 inches and check the left edge of 
the bottom half of the paper with the left 
edge of the top half. If the paper is cut 
evenly, this should insure that the paper 
is in straight. 

2. Align the top edge of the paper with the 
line-scale indicator. 


May, 1956 


of the 2-unit space bar). 
Your left 


from. the 


mar 


left 


7. Release mar set button 
gin is now set in 2 inches 
edge of the paper 

Vethod IT: (Employing the bottom front 
scale which has white markings every four 
single units. ) 

i. Follow steps 1 through 5 above. 


Set a 2-inch right margin 
Solution: 

ly Using the paper guide on the paper table 
as a handle or pressing in the back of the 
paper table, raise the paper table to 
where the right margin is located 

? Locate the marginal set | 


“ lever. 


sec 





3. Move the carriage so that the marginal 
set lever is directly over the right margin 
4, Put the paper table back in position 
5. Turn on the motor 

6. Depress and hold down the 
7 Move the carriage to 52 

8. Release the mar set key 

Since the right margin does not lock, the 
typist will have to 1 he ringing of the 
bell in order fairly even right 
margin 

With the right margi 
should ring at 46!2, w 


back from the right n 


mar set key 


to kee pa 


set at 52, the bell 
h is 22 single units 


arginal set. 


A Simple Application 

Problem 5 

Type each of the following sentences three 
times Type the first sentence, single spaced, 
three times. Then do the ; 
2 and 3. Double space between each of the 
three groups. Center this exercise vertically 
on the sheet of pape! Use the 2-inch left 
and right margins which have 

viously 


1 


same Tor sentences 


been set pre 
Sentences 

This Executive Typewriter has propor- 
tional letter spacing he first sentence 
utilized 160 units or five ‘inches. Next to 
the P is a special key for the numeral one 
(1) 

Solution 

1. Count the 
exercise. Answer 
2. Subtract 11 from total number 
of vertical lines on an % 11” paper) 


used in the 


Answer: 47 
3. Divide 47 by Answer: 23% or 23 and 
4. Align the aper with th 
line-scal evlinder kn 
24 times. TI | ing the first 
writing 

irgil 


24 lines 


eck 


paced, 

] ; 
indenta 

2 incl 
heen t 


ake up 


and 

i 52 as Pos 

If this i ne, t ight margin will 

equal to tl being 
about 2 inches 


} 
eacn 


Reviewing were set, 
it is found that tl margi set for 
16. Th units, or 16 
four-unit edge of 


he papet 


spaces i Pron left 
hie rigl 


In setting t t 
subtracte 


four-unit 
right 


botton 


were 
edge marker 
front scale. T] 
Margin was te 


spaces 


Solution: 

\. Setting the tabulator stop for the 
paragraph indentations: (Using the bottom 
front scale which has white markings every 
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ie 

16 single 
2. 16 single units } ¢ 
3. 16 (left marginal stop) plus 4 (four-unit 
spacings, 16 single spacing or 14”) 20 


Set the first tabulator stop at 20 on the 


units 


ur spacings 


. rie Nn 
turn lever to return the carriage 
| 16; and (b) tapping 
key with the small finger of 
It should stop at 20 
Determining the vertical placement otf 
CXercise < 
The paragraphs will consume 25 
lines 


> 5 


vertical 


22 
Fe S PA oo 


3. 33 divided by 2 17 and 16 
4. Start on the 17th line after 
machine for double spacing 


setting the 


5. This leaves 16 lines for the top margi1 
and 17 lines for the bottom margin { 


Centering a Heading 
Note 
1. Use the 


3-unit space bar between words 


which are all capitalized as in a title 
2. Leave two lines between the title and the 
be dy ot the exercise 


Problem j 
ABL 


typed 


Center the ttl HOW TO SET A 41 
LATOR STOP on the previously 
exercise 

Solution 

\. Determining the vertical place: 
the title 

1. Reinsert the exercise 
2. Align the top line of typing on 

ercise with the indicator 

3. Move the cylinder back 3 spaces 

$. This brings the title on the 14th line 
B. Determining the horizontal placement of 
the tithe—Centering 

l. Refer to the chart 
number of units in 


into. the 


line -aA ale 


which indicates the 
each letter and char 
acter 

2. Add up tl 

3. Divide by 

} Move bac the 


} 1 
I 


e center otf the paper 


distance in § 
(Use 
the paper 
center is 
Won 
HO\W 


YP on 


front scale since 
serted at zero. The 
5 Te cl l 
a) Write out the title 
TABULATOR ST‘ 
h papet 


Count tl 


] = ] 
eck Vvour sol 


scratch 
1 number of 
Spaces 

Total: 27 

Cc) Pen il che 


MT 
i! 


Piste 
nter ot 
euide 


table 


center 


Letters 

Problem & 

Any letters available can be 

miliarize the typist with the problems in 
volved in typing letters which are not full- 
block style. 


ised to. fa- 


Solution: 

1. Select any letter and type it as usual 

2. Check the following points: 

a) It the date was centered, was it done 
so correctly ? 

b) Were the marginal stops correctly set 
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so that the left and right margins were 
proximately equal ? 

c) Was a tabulator stop used for a blocked 
complimentary close and the following lines 
to insure the same starting point fo1 
line: 

1) Was consideration fact 
that the vertical placement oft letters on 
this machine will be altered slightly because 
there are only 58 lines of writing as op 
posed to 66 on the ordinary typewriter ? 


ap 


« ach 


given to. the 


Tabulation 
Problem 9 
Set up the following tabulation, 
placement Tripk 
double space the rest of 
Heading 


Column 


using exact 
title and 
le exercise 
CLASS ENROLLMENTS 
Headings 
Class 
1953 
1954 


1955 


Space alter the 


} 


First Column 
Second Column 
Third Column 
‘ourth Column 
The figures following each subject 
53, 1954, and 1955 re spectively ) 


(reneral Business 
lypewriting | 
Iypewriting IT 
Shorthand I 


I] 


Bookkeeping 
POTALS 
Solution: (Inserting 
the paper table scale 
front scale.) 
\. Vertical plac ement: 
Inswer The heading will he 
20 
mation 
us 20 equals . 
1 by 2 equals 19 
line 
) entering ot 
tOLLMENTS 


1, Count Sil 


units 
xplanation : 272 (total units 
units equals 180 
180 divided by 5 equals 36 
Vote: All tabulator stops must be divisible 
by } There fore, slight adjustments will be 
necessary 1n where the exact stop 1s 
not divisible by 4 
3. Setting the left marginal stop 
Answer: 9 on the bottom front scale. (This 
is 36 single units or 9 four-unit intervals.) 
4. Centering Class over the longest line in 
Column 1 
Answer: Space in 16 single units from 9 
on the bottom front scale 


nd 


minus 92 


Cases 


Explanation: 
General Business has 47 units. 
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Class has 15 units 
7 minus 15 equals 32 
divided by 2 equals 16 
5. Setting the tabulator stop 
colum1 The tabulator st 
position of he total, 
Answer: 30 
(This is 120 
intervals. ) 
Explanation 
r 120 
6. | 


1953, 


frour-unit 


ela) plus 


plus 47 plus 36 equals 119 


entering the second column heading, 
over 

Answer: T: a o this point, 30, and 
then tap Type 
1953 

7. Setting third 
column 
Answer 
(This is 
intervals. ) 
Explanation: 36 plus 47 plus 
plus 36 equals 170 or 172 

8. Centering third column heading, 1954, 
over the column: 
Answer: Tabulate 
3-unit space bar once, and type 1954 

9, Setting the tabulator stop for the tourt] 
column 


Answer 


#3 on the 


172 single units 


] 36 plus 


to this point, 43, tap the 


igle units 

inter 
Explanation: 36 plus 47 plus 36 plus 15 plus 
36 plus 15 plus 36 equals 221 or 220 
10. Centering the fourth column he: 
1955, over the column 
Answer: Tabulate te 
3-unit once, 

All numera 

Vhen 


numper 


certain nber 


key, ( 


Right Edge Alignments 
; er ee 


N, Sil ole 
ugh X, 


1S] 


Solution 
Vethod I 
1. Clear out all tabula 
it marginal st 
at 12 

ress the carriage return, tabulate t 
tVpe: [- 
5. Press return, 
backspace 2 units, tvpe: II; 
6. Press return, tabulate 
backspace 4 units, type: III; 
7. Press return, tabulate 
backspace 4 units, type: I\ 
8 Press carriage return, 
backspace 2 units, type ve 
YQ. Press carriage return, tabulate to 12, 
backspace 4+ units, type: VI; 
10. Press carriage return, tabulate to 
backspace 6 units, type: VII; 
11. Press carriage return, tabulate to 
backspace 8 units, type: V 
12. Press carriage return, 


love the le 


tabulator ste p 


\ 
Set one 
P 


Carr1lare tabulate 
CaTTlAaRe 
carriage 14, 
tabulate t« 12, 
XZ, 
iz, 


tabulate to 12, 


art 


units, type 


( kspac e's 


Press 


Carriage return abu 
backspace 10 units, type “VIII: 
9. Press carriage return, tabul: 
backspace 6 units, type Xx: 
10. Press « ge return, 


bul 


} 1 
M1 KST " 
DACKS Pac 


d Il, we 
tabulation 
If Method IT is used, 
number ot 
tabulator sto 


Veth 


units 


ot units 


iting against the nun 


1 
11N€ 
as tewer unl 


] 
succeeding 
} 
first line | 
1 1 . 
Dackspace 


iting 


Press 
backsp 


> 


Press 
bac kspi e 5 


3. Press carriage return, 
backspace 2 units, type & 
carriage return, tabula 


+. Press 
5 units, tvpe: M; 
tabulate 


| . 
bac KSPac€ 
5. Press carriage return, 


backspace 3 units , type J 


Problem 12 

Type the capitals W, 1, S, J, M in a column, 
lining up the right edge of the column 
Solution 
Vethod 1 
1. Press 


type: W; 


carriage return, tabulate to 12, 
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) : ayer , 
2. Press carriage return, Therefore, 1 is addec 


space forward 3 units, type: 
carriage 


notation reads plus 1 


Is recor 


tabulate draw a line down the page at least 3 inches. sles 
’ 9, Return the paper to the top edge of the 


line and lock the variable line spacer back 


plus 2 fed.) 


3. Press return, tabulate 
space forward 2 units, type: S; 

4. Press return, tabulate 
space forward 2 units, type: J; 

5. Press return, tabulate 
typ M. 

Method II 

1. Press carriage return, 
backspace 5 units, type: W 
2. Press carriage return, 
backspace 2 units, type: I; 
3. Press carriage return, 
backspace 3 units, type: S; 
4. Press carriage return, 
backspace 3 units, type: J; 
5. Press carriage return, 
backspace 5 units, type: M 
Problem 13 

Set up the following TABLE OF CON- 
TENTS, using guide lines % inch apart 
and left and right margins of one inch 
Triple space after the title and double space 
the rest of the material 


Carrlage 


Carriage 


tabulate 
tabulate 
tabulate 
tabulate 


tabulate 


TABLE OF CONTENTS 


t of Letters and 
Vertical Placement 
Setting the Left Margin 
Setting the Right Margi: 
Application of Knowledge 
Setting the Tabulator Stop 
Centering Heading 
Letters 


Symbols 


tion 


Tabul 
lable 


To type guide lines set tabulator stops 
If tabulator stops are set ver\ close t 
gether, the carriage will stop at alternate 
tabulator sets. It is then necessary to re 
peat the line tabulating to the alternate 
sets 

3. Suggested tabulator sets for 
OF CONTENTS are 


tront scale numerals) 


the TABLE 


(Using the be 


tton 


Left 


Justifying the Right Margin 

Vote: 

1. Justifying the right margin always neces 
Sitates typing the material twice 

2. The instruction manual should be read 
before and after typing this problem, study 
ing especially the illustrations 

3. Locating of the line g: 


‘ card holde r 
before 


is essential 


Luge 
tvpineg 


ping tl r m 
Problem 14 

Type the first paragraph of 
Justifying the right margin 
ing and a 3-inch line. Use tl 
scale 


Problem 6, 
Use single spac 
ie bottom front 


Directions: 
1. Set the I 
> 


margin 
2. Set a 
graph indentation 

3. Set a tabulator stop 
working on the problem, 

4. Set a tabulator stop at 1H ti 
tations 

5. Insert the 
6. Tabulate t 
margin 

7. Release the variable line spacer 

8. Place the point of a sharp pencil in the 
notch of the line card holder and 


e 
at 3 
ti 


ibulator ste ~p : 


use for no- 


position Ot 


the 


gauge 
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cluded by 


into position. 


10. Press the carriage return and tabulate 


to the point of the 
Solution: 

1. Begin typing the first line of the prob 
lem: As this paragraph is being typed, 

2. Immediately after typing the comma at 
the end of this first line, find the position of 
the pencil line in relation to the notch. 

3. The line is 2 spaces left of the notch 

4. Tabulate to 46 and type -1. 


paragraph indentation 


(Note: When the 
comma on most 
chines, 


ends with a= pertod = or 
proportional spacing 
added to the notatior 

cated on the line gauge card holder he me 
for the first line read 2, so 1 is added and 

s recorded, The same will be true for the 
line of the paragraph which ends in a period, 7 


line 
types of ma 
indi 
tation 


one space 1s 


st 


1 
he 


5. Continue typing the rest of the para 
graph. If the lines are typed as indicated 
below, the notations will read: 1, -3, -6, -2 
and 2 


As this paragraph is being typed 
care must be taken to listen for the 
bell and then attempt to shift as 

to 52 as possible If this is 
right margin will be equal to the left 


margin, each being about 


done, th 


2 inches 


6. With a pencil, mark diagonals between 
words where will be added and 
check marks between the words where 
spaces will be subtracted. 


Spaces 


7. Move down on the paper at least 2 in 


and retype the paragraph, adding and su 
tracting at the places ndicated 


es 
h 


spaces 





DPE PROGRAM OF SERVICE PROJECTS 


Delta Pi Epsilon, national honorary and 
professional graduate fraternity in business 
education, consists of 26 chapters located 
institutions 


the 


offering 
education at level 
fraternity was organized about fifteen 


at various collegiate 


business graduate 
The 
years ago to accomplish the following pur 
poses in business education : 

L ] evel p leace rship 

2. Foster and encourage appropriate re 


} 


searcn 


3. Be of service to the profession of busi 
ness education 
One of the standing committees of Delta 
Pi Epsilon is a Service Projects Commit- 
tee. This Committee has the responsibility 
of working with project committee chair- 
men to complete projec ts that are approved 
Currently 
na 


whole 
Delta Pi Epsilon is suppor 
tional projects as follows 

1. Research Abstracts in Business I:du 
cation, published annually. For the past 
few vears this project has been developed 
under the leadership of Kenneth Knight, 
\dministrative Dean, Los Angeles Junior 


Los Angeles, ( ali 


by the fraternity as a 


ng 


seven 


College of Business, 
fornia 

2. A Standard Community 
tionnaire, being developed under the leader 
hip of Fred C. Archer 

3. Business Teacher Recruitment. Here 
Delta Pi Epsilon has formed a joint com- 
mittee with the National Association of 
Business Teacher Training Institutions. 
Co-chairmen of the joint mmittee are 
Fred S. Cook, School of Education, Stan 


Survey Oues 


niversity, Stanford, California, and 


North Da 


ford U 
John L University of 
kota, Grand Forks 

4. List of Free and Inexpensive Teach 
ing Materials in Business I:ducation, being 
compiled under the 
White, Georgia State College 
Milledgeville, Georgia. 
complete and should be 


Rowe, 


direction of Jane 
tor W 
The list is 
ready Lor 
bution to business teachers early this spring 
This 


throug] 


5. Delta Pi Epsilon Bibliography 
list of articles sel 


is a short selected 
Delta Pi Epsilon for recon 


iumended reading 
and published an 
Heimerl, Colorado State 
Education, mrad 
project leader. 

6. Casehook Project, 

a committee under the leadersl Ip of Estelle 
Popham, Hunter College, New York Citys 
The project is wot only to a 


cumulate case 


in business education 
nually. Ramon P 
College of 
is current 


Greele Vy. LA l 


being developed by 


designe d 
used 


situations that may be 
but to stimu 


in business teacher training 
late at 
method in business teacher training 
Dicti 


Delta Pi Epsilon proj 


the same time the use of the case 


I:ducation mary. This 
the 
ects and is designed to “researcl 
at dependable 
be evolved for the vocabulary ot business 


educators 


7. Business 


is the newest of 


enoug! 


sources so tl lefinitions car 


This project chairman has no 
vet been appointed 

in addition te 
several standing Delta Pi Epsilon projects 
such as the Business Education Index, the 
\ward, Annual 
Educ: 


These special projects are 


Research Lecture 


in Business 





ABSENTEEISM 


The vacant desk or its equivalent in the 


on the farm costs $5 bil- 
‘ar in losses to industry 
the value ot the 
the lost production of one million workers 
of all types who do not show up at their 
daily work. The 
Economic Security, Chicago, 
ll data available, the 
be twice that much. 
\ seminar and workshop recently con- 
the council resulted in the fol 
recommendations : 


factory or some 


lion a ye The figure 


represents services and 


Council for 
that if 
would 


Research 
says 


were figure 


lowing 


quate 


as factors of 

supervisor and 
placement, 
and family influence and problems, 


IS COSTLY 
ack 


absenteeism, with a cen 


1. Every company should maintain 


re cords ot 


tral agency making available national su 
maries of the experiences of representative 
establishments 


2. The real causes of absenteeism, sucl 
morale, attitude toward the 
the proper job 
sense of responsibility, he 
and thie 
studied 
for inaintaining 


company, 


me 


iealth of the worker, should be 


3. A sufficient program 


the health of the worker. 
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Rie you remodeling, refurnishing, expanding your 

business education department?’ If vou are not 
now in the process, or have just completed such a 
project the odds are that you most certainly will be 


faced with such a problem in the very near future 
Where can you get an answer to such questions as room 
size, location of departments, trends in business educa 
tion rooms, new furniture, equipment and machines, 
built-in facilities, the number of rooms, plus a hundred 
other questions? Well, most administrators expect their 
business teachers to have answers to these questions, 
or know where to get them immediately! Do you? 
Unfortunately, not too much has been written spe 
cifically for business education in_ the past several 
years concerning this problem. This has been good in 
that it has encouraged many of us, yes, forced us to 
experiment and develop our own ideas. It has been 
though, in that it has forced business 
“truths” that 


hundreds of other business teachers. 


poor, many 


teachers to rediscover were known. by 
There should be 
information and 


some place where we can go for 


to exchange ideas. Undoubtedly the very question 


that is bothering you today in your own_ planning 
has already been solved somewhere by another business 
teacher. Why not draw upon the experiences of your 
colleagues across the country—share your thinking with 
other business teachers 7 

Do you want to share your questions, answers and 
The Jor iN 


Business Epucation is planning a series of 


planning with interested business teachers ¢ 
NAL OI 


articles that will help you do just that. 


Share Your Questions 

Won't you share your questions concerning remodel 
ing, refurnishing, or planning a new room, suite, or 
building for business education classes? Do you have 
a problem that you feel might have been experienced 
by other business teachers? A problem that you feel 


will be of general interest? Then mail it today to us 
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wanted 


Fred S. Cook 
Stanford University 
Stanford, California 


for consideration. We won't promise that we will secure 
the answer for yvou—but we will see that you get az 


answer to your question. Furthermore, if the question 
is considered of sufficient general interest it will be pub 
lished in the JoURNAL. Be sure to submit your ques- 
tions immediately so that they can be considered for 


early publication. 


Share Your Answers 


Won't you share your answers to the questions that 
you will find published each month in this series? Ques- 
tions that have been raised by fellow business teachers. 
If you have had recent training, or experiences that 
have given you the solution to a similar question—share 


your experiences by rushing your answer to us today. 


Share Your Pictures 

Won't you share your pictures of remodeled, refur- 
nished, or new quarters that you have recently com- 
pleted ¢ A single picture can give dozens of ideas to 
your fellow sufferers! Do you think that your experiences 
would be of interest and value to fellow teachers who 
are now planning similar projects? Do you think that 
as a result of your planning you now have outstanding 
physic il facilities for one or more rooms of your busi 
ness education department? Do you think that you 
have something unique in your business education de- 
partment in the way of physical facilities? If so, 
wouldn't voy like to share the results of your planning 
by submitting a photograph (s) of your new room or 
rooms ? 

Here's your chance to 

1. Share your questions or problems by submitting 
a question today concerning remodeling, refurnishing, 
or planning new facilities for a business education de- 
partment. Be concise—no special form to follow 
2. Share your planning by submitting pictures and 


descriptions of your new facilities in business education. 
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BUSINESS SCHOOLS 
WwW | 


‘WITH A NATIONAL REPUTATION 





AMERICAN INSTITUTE 


OF BUSINESS 
q Des Moines, lowe 
E. O. Fenton, President 


The School Where Futures Are Formed 


CENTRAL CALIFORNIA 
COMMERCIAL COLLEGE 
Serving the Valley Since 1891 


ane by the State to 
r Degrees in Commerc 
2209 FRESNO ST., PRESNO, CALIFORNIA 
c. Ss. BOWLEY, PRESIDEN 


MASSEY 
BUSINESS COLLEGE 


Esicohshed 1887 
Accounting, Business Administration, 
Secretarial and Office Machine Courses 
Bulletin on Request 


1217 Capitol Ave. Houston, Texas 





ALBANY 
BUSINESS COLLEGE 


Business Administration, Cler- 
ical, Accounting, Secretarial, 
Medical, Civil Service Tutoring. 


128 Washington Avenue, Albany 10, New York 


xy og m 


DRAUGHON'S 


“Leaders in Busi Education" 
Catalogue on Request 
Lubbock and Amarillo, Texas 
Albuquerque, New Mexico 


E. C. Hatton, President 





A Select School offering 
Quality Business Training 


THE MINNEAPOLIS 


BUSINESS COLLEGE 


E.R. MAETZOLD, President 
Nicollet Avenue at 10th Street 
Catalogue on request 





BARNES 
SCHOOL OF COMMERCE 


Accounting, Business Administration, Secretaria! 
and Office Machine Courses 
“Gey and Evening Sessions 
1410 Glenarm Pi. Denver 2, Colo. 
H. T. Barnes, President 
Fiftieth Year—Founded 1904 


DYKE 


an... mam AN O command 
‘SPENCERIAN COLLEGE | 
Professional Traunipg for Business since 1848 


CLEVELAND 13, OHIO 


MINNESOTA Schoo! of Business 
and Laboratory Technique 


Accounting, Business Administration 
Secretarial, Court Reporting and 
Medical Secretary-Technician 
©. M. Correll, President 
24 S. Seventh St., Minneapolis, Minnesota 





Bolnke- Walker 


2 BUSINESS COLLEGE 
2 S.W. Stark, Portiand 
NEW IDEAS IN BETTER BUSINESS STRAINING 
Standard and Specialized Courses 
Using Methods Ahead of Current Practice 
L. Kenneth Shumaker, President 


GEM CITY 


BUSINESS COLLEGE 
QUINCY, ILLINOIS 


Established 1870 


WRITE FOR BULLETIN 





Recognized for Quality Training 


BROWNING COMMERCIAL SCHOOL 
Accredited 
Business Administration 
Executive Secretarial 
Court Reporting 
Special Courses arranged 
‘omplete information on request 


714 ion Avenue, NW Albuquerque, N. Mex. 


SCHOOL OF BUSINESS 
Two-year curricula. Medical Secretarial Executive 
Secretarial, Business Adm. A. A. DEGREE DORMS 
Well-known WORK-STUDY PLANS. Study and work 
in Chemical Capital of America. 
Tenth and Jefferson Streets, Wilmington, 
Dr. Jay W. Miller, President 
Ask for Illustrated Bulletin 


Delaware 


Nettleton 


COMMERCIAL COLLEGE 


Sioux Falls, South Dakota 
South Dakota's Leading School of Business 
C. D. Rohiffs, President 


PLATT COLLEGE 
OF COMMERCE 


Since 1894 
ST. JOSEPH 7, MO 
A Modern Air-Conditioned School 
Accounting, Secretarial and Business Machines Courses 








BRYANT & STRATTON BUSINESS 


1028 Main Street Buffalo 2, New York 
Established 1854 

Since 1918, offering two-year courses in Business Ad- 
miristration, Accounting, Management and Exec. Sec- 
retarial; one-year courses in Accounting, be ge se 
Administration and Secretarial. Appro 

Registered Business institute by the New ‘York “State 
Department of Education. 





BURDETT COLLEGE 


Established 1879 


Accounting, Business Administration, Secre- 
tarial Majors, Co-educational. Fall and 
Spring Terms. Day and Eveninn Sessions 

Catalogue om request 
160 Beacon St., Boston 16, Mass. 


HILL’S BUSINESS UNIVERSITY 


and 


HILL’S EXTENSION SCHOOL 


Accounting, Business Administration 
and Secretaria! Courses 


629 W. Main St., Oklahoma City 2, Oklahoma 


i} and 2 year courses in:  Aecountancy © Sales, aor. 
tising, Merchandising. e Med. Sec. e Standard Sec 


ROCHESTER BUSINESS INSTITUTE 


172 Clinton Ave. S., Rochester 4, N. Y. 





HUSSON College 


8. S. In Accounting; B. S. In Business Administra- 
tion; B. S. in Secretarial Science; B. S. in Business 
Education (for teachers). 
Als ne- and two-year 

C. H. Husson, President 


Terminal ” 


Bangor Maine 


Cataloque on request 


91st YEAR 
Accounting, Secretarial, 
Business Administration, 
Comptometer and Clerical Courses 
State Approved 
Air Conditioned 
L. R. Stone, President 
129 Temple St., New Haven, Conn 





THE BUSINESS INSTITUTE 


220 Bagley Avenue, Detroit 26, Michigan 
M. E. DAVENPORT, President 


Davenport Schools in Grand Rapids, 
Lansing, Bay City, and Detroit 


Bulletin on request 


INTERSTATE BUSINESS COLLEGE 
Fargo, North Dakota 


North Dakota's Largest and Friendliest 
Business College 


Write for Catalog 


STRAYE Col. of Accountancy 

Col. of Sec'y Training 
Acct. and Bus. Adm., B.C.S. and M.C.S. degrees 
C.P.A. Prep. Listed in Ed. Dir., Higher Ed., U.S 
Office of Ed., Approved secretarial diploma 
courses. Request Acct. of Sec'y catalog. 


13th & F Sts., Washington 5, D. C. 





CAPITAL CITY COMMERCIAL 
COLLEGE 


In the Ruhy Valley of America 
WEST VIRGINIA’S OLDEST 
ia Leader in Gregg Shorthand, Gregg Court 
Reporting and Machine Shorthand to 225 
wam; Triplespeed Shorthand 180 wam. 33-month Ac- 
counting graduates pass CPA Exam. Modern, air-con- 
ditioned quarters. Write for free information. 
. Looper, Business Manager 
Box 1454, Charleston, West Virginia 


CECIL’S BUSINESS 


COLLEGE 


Professionalized Technical 





an 
Human Relations Training 
Spartanburg, S. C. 








THE 


LAMSON 
BUSINESS COLLEGES 
PHOENIX — TUCSON 


ARIZONA'S OLDEST AND LARGEST 
ESTABLISHED 1889 
CATALOG ON REQUEST 


TULSA BUSINESS COLLEGE 


In Oil Capital of the Worid 


New College Building 
Completely Air Conditioned 
318 S. Denver, Tulsa, Oklahoma 
E. A. Guise, President 
Write for details 





LINCOLN SCHOOL 
of 
COMMERCE 
High Grade Business Training 
Established 1884 
W. A. ROBBINS, Pres. 
209 N. 14th Street Lincoln, Nebraska 





R A M I R_ E Z 
COMMERCIAL HIGH SCHOOL 


Commercial, High School, 
1.B.M. and Stenotype Courses 
1702 Ponce de Leon Ave., San Juan, P. R. 


Esteban Ramirez, Principal 
33rd year 
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he 
bencleor’s Page 


ccounting 


Conducted by John N. Myer 


Assistant Professor of Accountancy, 
The City College of New York 
Adjunct Assistant Professor in the 
Management Institute, Division 

of General Education and Extension 
Services, New York University 





TEACHING THE FACTS ABOUT BONDS 


Text-books on accounting are in 
clined not to give adequate explana 
tions with respect to the treatment of 
corporate bonds. This may be due to 
an assumption by the author that the 
student has obtained the underlying 
facts in courses on finance and busi 
ness administration. The paucity of 
information in the accounting texts, 
however, tends to give false impres 


sions 


Underwriting 


do 


bonds 


text-books usually not 


The 


make it clear that corporate 


are usually disposed of through in 
bankers who “underwrite” 
That 


as they are called, contract to 


vestment 
is, the underwriters, 


buy the 


the issue. 


entire issue at a certain price. They 


then proceed to sell the bonds to 


their clients at a higher price, just as 
any merchant would do with respect 
to his wares. 


Also, it 1s 


is a result of th practice of dispos 


not clearly shown. that 


ing of bonds to underwriters, cor 
porations do not usually sell bonds 
direct to the ultimate bondholders 


Chere 


selling” 


are, however, cases of “direct 
that 


sold to 


‘ 


when ; entire 


occur 


issue 1s a large financial 1 


stitution such as an insurance com 


pany 


Discount or Premium 

The price at which the bonds ar 
sold to the underwriters, of course, 
may be above, at, or below par. In 
dustrial bonds are usually sold to the 
par. Accounting 
that the 
an adjustment of 


underwriters below 


texts are wont to say dis 


count represents 
the bond interest rate to the prevail 
ing market rate at the time of issue. 
This is only part of the story: the 
discount consists of several elements. 
There may be a difference of a small 
between the 


fraction of a per cent 
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bond interest rate 
that 


banker takes into consideration in his 


and the prevailing 


the investment 


market rate 


bid. It 1s, however, but a small part 
of the difference between the par and 
the 


consists of 


paid. The major part 


the 


amount 
bankers’ 
the 


investment 


estimated cost of marketing 
bonds plus their profit on the trans 
action. 


As 


cerned the difference between the par 


far as the corporation Is con 


and the sum received from the under 
writers is “discount.” [t 1s commonly 


deferred charge and 
the life 


issue. Since the discount 1s not 


treated as a 


amortized ove of the bond 


Were 
lv an adjustment of the bond interest 
to the market rate, 


logical to debit the in) 


ale s not 


lovnet amortize d 
to Bond Interest expense, as advo 


cated in many texts, but rather to a 


separate account, Amortization of 
Bond Discount. 
Public utilities, 
sirabilitvy of thei 
ment purposes, are 
get par or better ft 
The 


amount to 


‘iters. underwriters 


a certain cove! 
penses and profit when offeri 


\ pret 


bonds to their clients | 
the 


bonds is treated by company a 
a deferred credit, the amount amor 
tized being regarded as an addition 
to income. 

It is thus not realistic to give the 
student a problem on a bond issue by 
the XYZ Manufacturing Corporation 
and require him in part (a) to write 
the entries if the bonds were sold at 
a discount, and in part (b) to write 
the entries if the bonds were sold at 


a premium. It would be more logical 


to require the student in one problem 
to write the XYZ 
Manufacturing Corporation’s books 
for bonds sold at a discount and in 


the entries on 


another problem to write the entries 


on the ABC. Electric Corporation’s 


books for bonds sold at a premium 
Sinking Fund Bonds 

The “sinking fund” bond appears 

to be the most popular type today. As 

provided in the indenture, payments 

are made periodically to the trustee. 

the 


least in the case of in 


Contrary to discussion in the 


textbooks, at 
dustrial bonds, the trustee almost 
invariably does not keep the money 


calls 


extent of 


but bonds for re 


demption to the 


in a fund 


the sum 
wailable. This is obviously done be 
cause it is in the interest of the cor 
poration to relieve itself of the inter 
est payments on the bonds outstand 
af ’ 


ing which naturally would be 


higher rate than that which is obtain 
ible on funds invested by the trustee. 


Unissued Bonds and Treasury Bonds 
Where th 


tuthort 


stor kholae rs have 


More bonds 


issue of 
than tl 1 r fit to issue, 
there 1 thing to be 3 by 
this fact in the 


Bonds Au 


information 


show 
pening a 

nt. Such 
in other records kept by 
hus, it 


ration ippears 


have iccounts for 


only the amounts 
ns that corpor ttlOnsS 


n bonds and then 
is thus no need 
Bonds 


toy 
LO] 


account 
inalogous to that Preasury 


Stock. However. sometit 


Hes COTpor i 
fund 
the 


tions that have issued sinking 


bonds buy their own bonds in 


market and then hold them until the 


next sinking fund payment is due. At 


g 
thev turn over the bonds to 


lieu’ of cash 


this time 
the 
held 


represented in 


trustee in Ponds 


for this purpose may well be 


i Treasury sonds ac 
count until such time as they are 


turned over to the trustee. 





You can help prepare for a possible emer- 
gency by sharing your life-giving blood now. 
Call Your Local Red Cross Today and Make an Appointment 
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FOR CLASSROOM TEACHERS 


Conducted by |. David Satlow 
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SELECTED BUSINESS EDUCATION 
PRACTICES IN THE PUBLIC SENIOR 
HIGH SCHOOLS OF CALIFORNIA ... 


Ed. D. Dissertation 
University of California, Los Angeles 


by LAWRENCE W. ERICKSON 
University of California 
Los Angeles, California 


The data presented were obtained by 


means of mail questionnaires (87.6 per cent 


return ) selected school interviews 


lliese dat: ith such general is 


sues as th ! ictions, the 


' ? 
and the general curriculum practices of 


business education and such specific sub 


jects and subject fields as bookkeeping and 


business arithmetic, distributive education, 


general business education, office and cler- 
ical practice, shorthand and_ transcription 


and typewriting Evaluative criteria for 


the reported practices in these general and 
specific areas were provided by th 
mendations of thirty-eigl 

ers in business education 

found to 


Business education was 


important part of the total program of 


education in the California public senior 


schools The 


tects ot 


high three traditional sub- 


typewriting, bookkeeping, and 


shorthand dominated the business curricu- 


7 - 
ium Oftterings In general busine SS educa- 


tion, transcription, business arithmetic, and 


clerical practice appeared to be limited, 


although the offerings in general business 


education and clerical practice appeared to 


be expanding. The distributive education 


offerings appeared to be extremely lim- 


ited 


kighty-four findings of practices are 


listed in the dissertation Twenty-four 


f these were special findings which were 


not compared with the recommendations 


of the business education leaders since the 


leaders were not asked to express judg 


ments on such practices 


Ot sixty reported practices on which 


were made with the 


rf t] | 


DUSINESS 


COMParisons recom 


mendations education 


leaders, the finding indicated that there 


was considerable agreement on twenty-six 


(43.3 per cent) of these practices; there 


was limited (less-than-majoritv agreement) 


or no agreement on thirty-four (56.7 per 


cent) of the reported practices 


There appeared to be a need (1) for 


an evaluation of the total hig! 


time spent by business students in_ the 
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administration, 


business education program to determine 


if such time enhances employment oppor 


tunities and affects participation in- other 


school activities, (2) for com 


enriching 
petent supervision and leadership of busi 
local 


for a special certificate, in ad 


ness education at the school district 
(3) 
to the 


to indicate the proficiency attained by busi 


level, 


dition regular high school diploma, 


ness students in business education, (4) for 


and guid 


{ 


an expansion of the counseling 


ance services of high school to mee 
educational and oc 
(5) 
school 


business students and 


ore ade quate ly t 


cupational needs of business students, 


provisions for out of 


for making 
work-experience for 


] 1 
for evaluating the within-the work 


experience as now provided to determine 


if it is resulting in desirable learning ex 


periences, (0) for coordination of — the 
business programs of the high schools and 


] 2 


the junior colleges, (7) for increased t 


tention to the problems of students of 


varving abilities in business education, (8) 
business 


(9) 


for increased training in- such 


fundamentals as business arithmetic, 
for study and development of appropriate 
for offerings in 


(10) for 


objectives and standards 


business education, and making 


provision for a course which would provide 
economic under 


the general business and 


standings needed by all students. 
The 
public high 


investigation was limited to the 


schools organized on a grade 
12 and 10 through 12 


comparison, the 


basis of 9 through 


For 


included in the 


purposes of schools 


study were classified inte 


three groups according to total school en 
rollments: small high schools (90), un 
medium-sized high schools 


909 


der 300 students ; 
(109), 300° to 
gh schools (134), 


students; and large 


| 1,000. or 


more stu 


12 


dents. 


THE STATUS OF BUSINESS EDUCATION 
IN THE PUBLIC SECONDARY SCHOOLS 
OF COLORADO WITH RECOMMENDA- 
TIONS FOR ITS IMPROVEMENT .. . 


Ed. D. Study 


University of Denver 


by RUSSELL SICKLEBOWER 
San Francisco State College 
San Francisco, Cal. 


Questionnaires were submitted to ad 


ministrators and business teachers in 266 


Colorado high sckmols, and reports sub- 


mitted by a school official to an accredit 


were examined in order t 


obtain information which would charac 


terize business education in the public se 
| 


ondary schools of Colorado. Ejighty-eight 


schools in the state 
study 


Data thus obtained revealed a need fi 


reorganization of business 


curriculums of the schools as 
' 


revision and 


shown by 


(a) the gap between the philosophies 
expressed purposes of 


business edu 


and the business subject offerings, and 
the failure on the part ol the schools 


curriculum changes in recent years 
that 


such as to point uy 


make 


The researcher felt the results 


study are 


for analyzing practices terms 


ory and that steps should he taken t 


translate certain principles of business ed 
Community surveys 


needs + 


ucation into practice 
determine 
should he 


the expre ssed needs 


should) be utilized to 


, 1 
curriculum revisions undertaken 


to meet Since the 
11€ higl schools in tl 
- than one hundred pupils, tl 
consider forn 


curriculum. Where 


schools should 


clerical 


ler offering a diversified 
Althouel 


and short] 


course typewriting, 
ing, and are taught 


vocational and non-vocational objectives, it 


appears that the clerical, selling, and basic 


business phases business education are 


neglected, Qualified supervisors busi 


ness education should be employed in the 


larger cities of the state and through joint 


action among regions 


AN ANALYSIS AND COMPARISON OF 
CONSUMER-ECONOMIC EDUCATION 
PRACTICES AMONG SUBJECT AREAS IN 
THE IOWA PUBLIC SECONDARY 
SCHOOLS... 


Ph. D. Thesis 
University of Minnesota 


by AGNES LEBEDA 

lowa State Teachers College 

Cedar Falls, lowa 

consumer educa 


To study the status of 


tion in the lowa secondary public schools 


with enrollments below) five hundred, 


devised to 
(1) 


questionnaire Was SuUrVeV Prac 
consumer 


(2) sex 


tices relating to teaching: 


economic education objectives, 


cific items in consumer-economic education, 
and (3) consumer education, economics, OF 
consumer-oriented course 
random-sampling 
highly 
study of 


64.72 


The formula for the 
skewed 


20.7 


consideration a 
and resulted in a 
cent 


100 


the schools 
‘} had 
} 


cent had 


per 


fewer than 


ools 
| /.21 per fewer than 
500) pupils 
The life-oriented education program has 
incorporation of 


encouraged — the many 
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nsumer-economic education concepts 
subject) areas The most. planned 
presenting such 

nd to be made by the 


business law, 


riculture, 
nics, general 
government 


blems. H 


lal pre 

and areas f study 

planned effort) toward 
cific items listed 


C onsumer-economu 


AN ANALYSIS OF THE STATUS OF 
BUSINESS EDUCATION IN THE PUBLIC 
SECONDARY SCHOOLS OF WISCONSIN, 
1953-54... 

Ph, D. Study 

State University of lowa 

by MORGAN |, THOMAS 


State Teachers College 


+} } ‘ ] 
e understandi 
Mankato, Minnesota 


lost Irequent 
{ ] 
rich 


ned teaching placed 


t busi 


classified as 


recommends 


“incidental” consumer- 


ication related to the various 








ANNOUNCING... 


A NEW 1956 Seventh Edition 


GENERAL BUSINESS 


By Crabbe, Enterline, and DeBrum 


REYNOLDS SKIMIN 


Of P ° GENERAL BUSINESS, Seventh Edition, is the outgrowth 
> $s > of thirty years of successful use, development, and re- 
ICC€ I actice finement. The authors use a clear, readable style of 
iy writing and a new layout in presenting the common- 
7 > ee = “ place functions of business that young high school 
‘Ty pew I 1tl NO students will encounter in their personal lives and busi- 
/ 7) ness careers. Thousands of teachers made suggestions 
that are incorporated in the text material to insure 
teachability and classroom effectiveness. New emphasis 
is placed on planning a career and how’business serves 
Working Papers the individual. 


OE CECE ESE HING GENERAL BUSINESS, Seventh Edition, is a modern book 
for modern youth. It is planned with today's teenagers 
in mind. Everyday business activities of immediate in- 
terest and future value are discussed on their level. 
The general business problems are built around realistic 
business and home situations. The student activities at 
the end of each part provide interesting and practical 
learning situations and applications. 


SOUTH-WESTERN PUBLISHING CO. 


(Specialists in Business and Economic Education) 


and 


Cincinnati 27 New Rochelle, N.Y. Chicago 5 San Francisco3 Dallas 2 
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Ftathio- a - 


Conducted by Anthony Lanza 


TEACHING AIDS 





a valid 
detail 
chang 
being 
edu 


As business teachers, we have 
understanding in 
j constantly 


that 1s 


excuse for not 
the intricacies of the 
ing electronic equipment 
advertised as essential to modern 
methods. It is 
that 
motion picture 


enough for us 
type ot 


cational 


to know there is a new 


film on which the sound 


track may be erased and re-recorded or 


that there are sound filmstrip projectors 
that automatically change the projected 
picture in synchronization with a re- 
narration. We can use 


good 


knowledge of 


corded these 
new 
quiring a 
operation 
and be 


advantage by ac 
their 


de vices [to 
working 


ind classroom = applications, 


quite satisfied 
Magnetic Tape Recording 


You have probably classed magnetic 


ording in that group of myster1 


tap re 
ved 
The 
gone on 
without 
location of 


ous electronic marvel at have pre 


most valuable t classes 


truth is that 
rorevetr 


you if have 
using the tape rder 
ever learning more than the 


the “on-off” 
are taking 


Switch, 
that 
many ft the 
Phere 


toward 


except that changes 


place will put tape re 


nto country’s 
offic es 


trend 


corders 
been a 
tape 


business has 


marked including 
recorders in the broad 


machines”. If in 


category of 


“business their initial 


business positions graduates are 


your 
with a variety of 


had 


you 


faced 


going to be 
recording devices, you 
today to what 
latest developments in 


magnetic re cording Ma 


mMacrneti 


better begin learn 


can about the 
the field) of 
chines for the business world 


»efore considering specific machines, 


however, it might be wise to consider 


some basic principles of magnetic. re 


cording, and answer some 
ike: How is. the 


plished? 


questions 
recording accom 
How is the recording erased? 
ove! 
out? 


How is it possible to use a tap 


and over again without wearing it 


What Is Magnetic Recording? 


} 


Magnetic ling is a 


where by 


recor¢ process 


electrical impulses origina‘ed 


by sounds into a microphone are trans 
ferred to a head” in the re 


this point the re 


‘recording 
machine. At 
(minute 


cording 


cording material iron oxide 


particles) is exposed to the “recording 
head”. These particles are magnetically 
electrical impulses 
As long as 


arrangement 


rearranged by the 
made 
their 


recording is 
ke ep 


and the 
the particles 


will from a 


recording. It is this feature which makes 


the same sounds come 


limitless replaying of a mag 
without 
tericoration of fidelity. 
\s mentioned previously, the record 
particles 
paper 


possible 


netic recording noticeable de 


oxide 
are adhered to 


ing medium is 
These 


iron 
particles 


372 


or plastic records in the form of tapes, 
belts, sheets and dises 

“Plastic backed” 
are expensive but 
and plastic, 


t 
fidelity over longet 


records in any shape 


more durable than 


paper herefore, assures 
better 


recording. 


periods of 


Erasing, Changing or Re-recording 
Magnetically 


The apparent physical appearance ot 


a magnetic recording does not change, 
but the arrangement i the invisible 


iron oxide particles does ¢ 


each new electrical impuls« 
We do not, 

or ‘erase’ an old 
When we 
rearrange the iron 


conform to. the 


theretore, reco! 
magnets 
tO re-tse 
oxide 
new impulses recet 


sounds. It not been dete 


‘ } 


I new 
THLINIC d « Xa tly how 


manv times theo 
oxide particles may be rearrans 
effect on 

neti 


out any noticeable 


11] Use Tr % ost fitteen vears 
fidelity. In 


to see the words 


maintained their any 


it is not unusual 


“ouaranteed for lite” used in connection 


with magnetic 
Converted Tape Recorders as 


Transcription Machines 
record 


dictation 


that the tape 
practice 


Have found 
er you are 
shorthand 
transcribing 


recor! der 


you 
using for 
in yout classes is also quite 
machine? 


find a 


valuable as a 
Your tape 
place in the office 


other 


school can 
practice room, as 
will find them 


offices of 


tape recorders 


selves in the business your 


conversion from a re 


transcribing ma 


he 


community. The 
cording machine to a 
chine is simply accomplished by t 
addition of a foot pedal control and an 
Not all tape will 
foot control 

made for an 
speaker outlet (for earphones) but the 
chances are excellent that your 
recorder can be equipped as a transcrib 


recorders 
and not all 


earphone 
respond to a 
external 


have provision 


school 


ing machine 
There are, 
veniences that are not 
of these converted machines: 
it is not possible to get good indexing 


however, certain con 
available on 


In general 


one 


because until recently the 


Tape 


nately has been inexact. 


control quite 


Recorders unfortu 
A second prob- 
because the foot pedal will 
“start and stop” the machine but 
not provide an automatic “repeat”. It 
is true that the fidelity is good and the 
before 


indexing on 
lem arises 


does 


dictator can correct his errors 
the tape is handed over for transcription 
and that, therefore, ‘repeating” is not 
required as ofien on a tape as it is on 
conventional transcribing machines. On 


the other hand, the fact that “repeating” 


is a manual operation that reverses the 
tape an undetermined number of words 
each time is a real handicap 


Magnetic Tape Dictation and 
Transcription Units 


machine manufacturers, al- 
to the 
disadvantages of 


have 


Business 


Wavs Sensitive needs of business, 
recognized the con- 
ventional tape recorders that been 


converted to transcribing machines (as 
discussed in the 
The 


chines designed especially To. 


preceeding paragraph). 
magnetic tape Ma- 
dictation 


result has been 
ind transcription 
Phe “Two-Way Stenorette” made by 
DeJur of Island City, New York 
has features that are typical of this nez 
low operating 


Long 


ind of bus ness machine 


in that the tapes may be used over 


cost 


1 ss 
and over again endlessly excellent 


fidelity; — thre 


thirty 


ultimate 
minutes of recordin 
US playback, automati 
and positive indexing 


As a 


OMce li 


example 
| 


nes, 1¢ 


further 


nother enetic 


scribing unit, the 


sum Marz AC 
his one field of office equipment in the 
words of the Scribe Corporation, “Mag 
netic tape is widely known for its use in 
systems. Its ap 


intro 


professional recording 
plication to office procedures 
duces new concepts of efficiency, clarity, 
versatility and economy to the dictation 


equipme nt field 


Magnetic Disc Machines 


We are all familiar with the groove 
embossing disc dictating units calling the 
*SoundScriber” \t 
therefore, a magnetic 
recorder does not look like an innova- 
tion in the dictation-transcription ma 
chine field. On close inspection, however, 
we find that magnetic recording 
does not alter the 
There are no 
“reconditioning” of a rec 


“Audograph” and 


glance, disc 


first 


disc 
appearance of the 
disc. grooves made and 
therefore no 
before re-use 
Dictating 


York 


discs as 


ord is necessary 
The American 
Company of New 
unbreakable plastic 
10,000 times or 
on the Rex Recorder 
The other most obvious advantage of 
that the dictator can 
and send the 
perfect record In the 
Magnetic Recording In- 
York makers of Voice 
Master Magnetic Dise Dictation and 
Transcriber, “In _ five since 
magnetic disc dictation came 
to the world, this correction 
free system of handling letters, memos, 
and reports has proved to be the simplest 


Machine 
advertise their 
being re 
when used 


usable more 


magnetic discs 1s 
easily 


transcriber a 


erase his errors 


words of the 
dustries of New 


years 


business 
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the most flexible and the 


lowest in cost.” 


to use 


Magnetic Belt Machines 
The 

“belt” 

day 


Time-Master is a 
which is widely used to 
The Time-Master 
groove into its 
Dictabelt in a 
discussed in 


Dictaphone 
recorder 
embosses a 
one-time, 
manner similar to that 
relation to non-magnetic 
Dictaphone Corporation de 
Dictabelt as 
filable, 
visible 
tion, and most economical.” 

Phe Magnetic Belt Dictator 
provides a belt that is similar in size and 

lape t but 
thousands of recordings on a 


non-magnetic 


dises. The 


scribes its” plastic being 


“unbreakable, 
clear, non 


maitlable crystal 


erasable, during dicta 


Pierce 
the Dictaphone product 
allows for 
belt 
Phe Comptometer Dictation 
Ma 


ind employs a 


single 
and Tran 
is a combination unit 


belt 


ie advantages previously 


scriptior hing 
offers 


discussed 


magnet and 
ll tl 
relative to reusable tree 


on al 
nanutacturer guarantees 


Matic” belt for life 


Magnetic Sheet Machines 


Pentron Industries of Chicago has 


ried a line of magnetic tape recorders 


vears and | 
Dictorel | 


principles as the other 


put on the market 
Dictation Ma 


machine operates on ‘ 


as TOW 


lectroni 


magnetic re 


rS €xcept f 


| at instead ot yrds 


tapes, lises belts, Dictorel 


F 
records on a sheet of 


coated-paper called =a Talk-a-Form 
which 
times. It feeds into the Dictorel like 
per into 
minutes ot 
the 


advantages 


may be re-used 
pa 
1 typewriter, and allows twelve 
recording Fo 


mailing and 


filing ave 
the sheet 
notations 

Machines Division. of 
America, Ashe 


Nanutactures the 


Palk-a-Form appears to | 
the back of 
written 


and 
may be used for 
The Business 
the Oerlikon Corp. of 
ville, North Carolina 
Vanguard Magnetic 


scribing 


Dis@ating and Tran 
Machines. These u feature 
sheets that are 8% x 


+ 


recording 
11” and offer all of the 
mon to ma 
addi mm, tl 
to provide 

] 


tion “by 


magnets 


advantages com 


genetic sheet recording. In 


\ anguard be 


asts the ability 


dicta 


] | 
a duplicate copy of any 
1 ' 

Inserting two she 


simply 


( 
] 


unlicat 
riod 


eded, 


Summing Up! 


bring answers 


Om mk an o demon 


st, 
marvels of electron 


students 


NEW FILM ON A-V MATERIALS 


Returns from a questionnaire sent  t 
each indicated 


institutions 


film 
wdio-visual materials in teaching 


er education 
strong use of 
The 


specific needs of these institutions became 


interest in a on. the 


the basis for the production of a 
Audio-I 


new film, 
Teaching 
Films, 
Illinois (1 reels, 
B & W $68.75) 
National College of 
operation the 
pointed out that while there 
films with 


‘rsual Materials in now 
available from Coronet 


Building, Chicago 1, 


( oronet 
ik 

16 mm sound: color $125 
The aff of the 


Education, ] 


with wl Ose Cc 
film was made, 
individual 
chalkboards, 
make lantern slides, ete 


are several dealing 


audio-visual materials—i. e., 


how to there are 


no films which adequately cover the wide 


range of materials for instructors who 


frequently need te nt the SCO]x of 


audio-visual materia na single 


session 


Having decided on the general purpose ot 
Vatertals in Teaching, it 
the filn 


Same time 


Audio-Vitsua was 


determined to make realistic and 


authentic, the 
high standard of 
tration \sa 


tual 


maintaining 


audio-visual adminis 


result, the film shows ac 


situations tual classrooms, an ac 


; : 
tual teacher, and 


actual audio-visual 


center (Elgin, Illinois) This motion 


picture, originated with suggestions from 


teacher education institutions, and devel 


oped under the supervision of Dr. Francis 


W. Noel It 


ot audio 


demonstrates the selection 


visual materials; shows good 


utilization ; and above all crystallizes values 


PRODUCTION AND SELLING FILMS 


Basti Production is a new 
Enevelopaedia Britannica Films release. It 


sound, black and white, 


k:lements of 
is a 16 mm. m 
film with a 
This film 
basic elements of production: Natural re 
\p 


plication of these basic elements are made 


tion running time of 


illustrates the four 


picture 
13 minutes 


sources, labor, capital, management 


to our economy to demonstrate how neces 
sary services and goods are produced. The 
recommended for both Junior and 


High School 


film is 
Senior 


Vr. Customer is a 14 minute, color, 
motion picture that is available on 
from the R. H. Donnelley 


Dea 
16 mm. 


free loan Cor 


May, 1956 


poration, 350 FE 22 Street, Chicago 16, 


Illinois 
and 


The film illustrates the importance 


effectiveness of direct mail advertis 
It gives a reasonable amount of de 
about the which direct 


works 


ing 
tail 
advertising 


Way in mail 


e 

The Importance of 
ute, 16 mm 
available from Encyclopaedia Britannica 
Films of Wilmette, Illinois. This film em 
the 
men to business and 


a 20-min 
sound-film in black and white, 


Selling 1s 


phasizes services provided by sales- 
to the consumer. It 
describes the structure of typical sales or 
the duties of 
follows a product to 


the consumer. 


sales 
its 


ganizations; shows 


executives; and 


ultimate sale to 


special-strength, 


thousands of 





Don't let this happen 
in your classes! 


USE A 


KARLO 
STAND 


TO TEACH 
IN 
FULL 


VIEW 


Model IE 


The best teacher alive can't teach typewriting 
the right way unless every pupil in the class 
SEES every demonstration! 

Here's where the KARLO Stand proves its 
superiority for modern “audio-visual” type- 
writing training. Its adjustable height (35" to 
48") and free-rolling casters mean it can be 
arranged so EVERYONE can see without cran- 
ing. It's sturdy and steady as a desk... 
all-metal base ... hardwood top... takes 
no more floor space than machine it sup- 
ports. Send namie and address today for full 
details to KARL MANUFACTURING COM- 
PANY, 34 lonia Ave., S.W., Grand Rapids 2, 
Michigan. 


SEND THIS KARLO COUPO 


KARL MANUFACTURING COMPANY 

34 lonia Ave., S.W. 

Grand Rapids 2, Michigan 

Send complete information on Karlo Typewriter 
Demonstration Stand as shown, and other models. 
Thank you. 

NAME 

ADDRESS 


CITY 
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An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 


Assuming you have been 
well-trained by a good 
Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 


ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 

ring the word. Give 
yourself the advantage 

of EraserStik and put 
yourself in the way 

of a better paying job. 

Pick one up at your 

Dealer today. 

TEACHERS: FREE sample 
available for class demon- 
stration. Write on school 
stationery. 


ERVICE) v.s.A.7099B 


ALLS 





oa W.FABER GRASERSTIK 





A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N: J 


Within — the 


le Sam's 


next SIN par 
38,000 


ballpoint 


post 


equipped wit! 


i pens 


Every time you mail ; i a 


three-cent stamp « ty t the Post 
Ottice Department iths of a cent in 
the hole, iarles M White, 


president of Republic Steel Corporation, be 
fore the House Post Office and Civil Serv 


acct rding 


ice Committee 


It costs $3,000,000 a day to. care 
ental patients in public institutions 


public |] 


1 ospitals 


An electronic brain called “Iliac” is help 
ing the farmer whirl through endless com 
figures, such 


cropping patterns, 


binations of as crop rotations, 


Starting capital, acreave, 


price levels of corn, small grains, hogs, ma 


chinery, and amount of tamily help avail 
able. It will help to make the farmer be 


he most efficient man in the business 
world 

Clara Barton, organizer of the 
Red Cross, learned typing at 89 
jobs in 


More held 


any other time in the 


women 
nation’s history, ac 
cording to Secretary of Labor James P 
Mitchell, who their employment 
averaged 20 million for the first 11 months 
f the year. Women now comprise close t 
a third of the total working population 
Their numbers are greater now than a year 
in practically all major occupation 
groups. There were gains of 275,000 women 
among the and kindred 
Among the shortages of qualified workers 


said that 


clerical workers. 


are those for secretaries, stenographers, 
and typists, according to Alice K. Leopold, 
Assistant to the Secretary of Labor for 
Women’s Affairs 

A “person rehabilitated by Federal voca- 
tional rehabilitations returns $10 
in U. S tax dollar the 


government had invested in him. 


services 


income for each 


Within the past 40 years, the proportion 
of children who graduate from high school 
has increased more than five times. 

Listening, according to C. L. Scheets, is 
the most abused and neglected tool of com- 
munication. In a training program covering 
all phases of communications (listening, 
writing, reading, and speaking) for the em- 
ployees of Minneapolis-Honeywell’s In 
dustrial Division, Mr. Scheets says that de- 
spite the “thinking” machines, 

still a 
“world of words” with 75 per cent of our 
time devoted to Of that, 
45 per cent is spent in listening; 30 per 
cent, talking; reading, 16 per cent; writing, 
9 per cent. Most folks half listen, 
allowing their minds to race ahead, about 
four times as fast as a person talks. Ef 


fective 


electronic 


today’s so-called atomic age is 


commugication 


only 


listening requires effective concen 
tration 





2 you eee that ? 


Conducted by Mae Walker 


Evansville College 
Evansville, Indiana 


The Telere gister ( 


New Yo rk 


the Santa 


orporation, waitl 
New Haver 


Fe railroads, are con 


Central, the 


within the vear the “fastest. ticket 


vation railroadi 
rtered in 


New York, 


will be 


robot the world of 


evel seen,” Headqua 


Central Terminal, 


tromic device capable of handling 
cancellations 

daily 
individual ce 
1,000 
tions im an hour gers 
] 


. { Int; 
seconds at < ommod: 


reservations, sales and 


depart 


space on all trains | 


1} 


sevell onths in 


parture dates, a any as reserva 


will lear 
within 


available 


One n signatures 


were 


federal income tax reports last 


The 
000,000 


carry 
according to a recent study by 


ance, 
) ° ] \ 
Researcl University 


of Michigan; 


have life 


Survey Center of th 


four out of fi amihes 
i eee 

all the 
This amounts 
childrer 


now Instrance pre 
nearly three out of five famulhies, 
members insurance 
to 115 


in America with 
ance protection, or more than 70 


Carry 


million men, women, and 


some form of life insur 

per cent 

of the total population 

rl 

family in 
different 

different 


Every fifteen in. the 
U.S 
one in Six 
according to the Population Housing Di 


year one 


moves Oa county, and 


moves to a house, 
Census 

Overdue accounts lose value quickly, ac 
cording to the United States Department 
of Commerce, especially atter they 
six-months-delinquent 


vision, Bureau of 


have 
passed — the mark 
Every dollar in current accounts is wort] 
only 90¢ after 67c¢ at six 
months; 45c 
isc. at 


two months; 


vear; 23c at two 


le at 


after one 


vears, three years, and hive 


vears 


Businesses are losing millions of dol 
lars a as a result of short-term hit 
ing, according to Elmer Winter, president, 
Manpower, Inc Too 
hire extra personnel for peakloads or for 
rather than using 
According to a 

hiring 
for many that 
than $5,000 is invested in a new employee 
first 
average of 


vear 


many companies 


an immediate vacancy 


a temporary help service 
dealing with 


recent study, costs 


office jobs, shows more 


Compilations re 
$418 is 


during her vear 


veal that an spent to 
recruit the new employee, $141 for screen 
ing, $34 for ical $1,019 
for training, $1,521 in actually 
$2,496 in 


psycholog testing, 
unearned 
failures 


errors and 


$5. 429 


pay, and 


a grand total of 
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ew Whaterials 


he considered in selecting 
typewriters are 
six-page illustrated brochure 
The folder 
weight of the 
the carbon formula 
factors in the 


aper lor specific 
outlined in 
published by 


points out 


Remington Rand, 
that the 


ibined 


tissue 
carbon cor with 
or finish are the 


type ot 


controlling 
copies produced It recommends 
weights and 
with standard, electric, and noiseless type 
writers and 


suitable intensities for use 


ther. office machines accord 
ilts desired 

folder 
Rand 


principal cities, or by 


ing to the rest 
obtained 
offices in all 


Copies ot the may be 


from Remington sales 
writing to Reming 
ton Rand, a Division of Sperry Rand Cor 
315 Fourth Avenue, New York 
for RSC-321. 

a 

copy of a humorous 
titled, 
easy & ut 
lessons” from 
Walnut & Pacific 


nnecticut 


poration, 
10, and asking 


You can obtain a 
booklet on on 
“How t 
terl\ 


equipment 


Mail a Letter, in 5 


preposterous 


ailroom 


Pitnev- 
Bowes, In Streets, 


Stamford, ¢ 


Record 


Builder, 


Keeping for the Small Tome 
UC. S. Government Printing Of 
¢ No. HH 1:6:R24 help 
to motivate your bookkeeping classes. It 

described as “A 


in bookkeeping for the 


hee, Catal may 


course of instruction 
small contractor 


employing many pictorial examples ex- 


builder 
control 


plaining just what records the 
should kee] and best 
| 


how he can 


HS Operations Sample forms for cost 


accounting, estimating, statements, and 


other records are shown along with 


sug 


gestions as to what kinds of entries should 


be recorded.” If want a copy the 
price Is $] 25 


you 


vw 

\ new, completely 
called Joney Management, 
ping Dollar 


Education 


he wk et 

Shop 
has been prepared by the Con- 
Department of House- 
Among the 


to choose a store, 


rewritten 
Your 


sumer 
hold 
} 


topics discussed are how 


Finance Corporation. 


to make out a detailed yet time-sav- 
ing shopping list, 
when and where to buy, your 
how to 


how 
how to recognize a 
“good buv”’, 
responsibility as a consumer, and 
wisely It is 
available for 10c¢ to cover handling and 
mailing from the Consumer Edu 
cation Department of Household Finance 
Corporation, 919 North Michigan Avenue, 
11, Tlinois. 


choose consumer credit 


costs 


Chicago 


a 
\ booklet called Wodern Mimeographing 
Handbook otters “how-to” advice on pre 
paring and explains how to il- 
lustrate communications and reports easily 
useful in- 


stencils 
attractively It contains 
everything from how to lay 
and 


and 
formation on 
care 

cial 
stencils to use for jobs De- 
tailed instructions are offered. It is avail- 
able through A. B. Dick Company dis 
tributors at a nominal charge 


out a mimeograph department 
for the duplicator to selection of spe 


specific 


May, !956 


What ts Involved in Conducting a School 
Plant Study? is the title of 
lication ot the College of 
Michigan State University, East Lansing, 
Michigan 


business teachers 


a recent pub 
Education, 
This may be of interest to 
who are assisting in. the 
evaluation of present plant facilities—and 
who isn’t? 

Hints are 
how to survev tor 


given about how to organize, 


facts, and how to make 


recommendations The booklet is attrac- 


tively prepared and the price is 35 cents 


a copy Order from the Bureau of Re 
Service at the university 


iA 


making a 


search and 
day 
This 
Educa 
publica 


whom the re 


If vou are survey, some 
vou will be “Reporting the Results” 

is the title of College of 
tion, Michigan University, 
Such topics as. to 


should he 


report, 


another 
State 
tion 


port made, the contents of the 


SUrVe\ handling an oral survey 


report, and preparing a written report, are 
presented in attractive fashion 

Copies of this booklet are 30 cents each 
and may be ordered by writing the Bu 
College of 


University, 


Service, 
State 


Research and 
Michigan 
Michigan 


reau of 
Edueation, 
East Lansing, 

You pe iletin No. 2, Protect 
Your Shipments with Correct Packing and 
Varking, folder, Bent on Shipping 
Economy’, trom Railway Express Agency, 
Inc., 218 FE. 42nd Street, New York 17 

iw 


svstem 


MmMaAa\ get 


also, 


\ subject file designed to sal 


lost 


described in a 


hours of valuable exec- 
new folder 
Rand. The 


entitled 


vage many 
utive 
recently 
sIx-page 
How to 
The 


organized 


time 1s 
issued by Remington 
illustrated brochure 1s 
Save I xecutive y ime 
booklet explains how a 
subject file enables an execu 
obtain any required 
minute All the 
One file 
tains organization 
comment on the hand, per- 
mitting an executive to attend a conference 
com- 
elim 


properly 


secretary to 
than 
are in folder 

every bit of written 
subject at 


tive’s 


record in less one 


facts one con 


with the 
him It 


or make a_— decision 


plete picture before 
procedure of 


alphabetical 


time-wasting 

through several 
files to locate the per- 
tinent The booklet also outlines 
the difference between a subject file and 
an alphabetical file, and tells how Rem- 
ington Rand File Organizers go about set- 


inates the 
searching 
correspondence 
papers 


ting up such a file 
This brochure is 
ington 
Remington Rand, a Division of Sperry 
Rand Corporation, 315 Fourth Avenue, 
New York 10, and asking for BSD-46. 


available at all Rem 


Rand sales offices or by writing to 


Mead 
Street, 
copy of its 
Progress, the 
America 


Corp., Dept. PP, 118 W.. First 
Dayton 2, Ohio, will furnish a 

hook on Paper and 
romance of paper in the 


offices of 





makes 


NEAT 
ERASURES 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








ANIL EER NON CORNER Re xe ts 





Order from your Dealer 
or send 50¢ and 
name of dealer to 
_._.! The Eraser Co., Inc. 
\ 1068 S. Clinton St., Syracuse 4, N. Y. 














\ AUTOMATION 


IN DUPLICATING 


IS HERE! 


at the touch of 

a button you can print 
110 copies per 

minute 


AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


to 5 
a fract opy 
effor n f sharp 


prints in 


The 


olors at 


Heyer Conqueror 
cent per 
without lean 
copies of hing ie) written or drawn 
ynthen out of this new 
jup ato 
Taal ela=s-5-116) 

THE HEYER CORPORATION 

1839 S$. Kostner Ave., Chicago 23, Ill. 
Please send free booklet and details on Automation in Duplicating 
Name 
Schoo, __ 
OS <i aia 
City - 


(See 
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ave you a | 


NEWS ABOUT 
ORGANIZATIONS, 
@ AND EVENTS 
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General Business Conference 


specialists 


Midwest 


throug] 


and 
week 16 
New York \ T 


Ways OL improving economic 


\pril 20 
a five-day confe1 
busi 
nation’s secondary 
New York 


a $5,000 


wonsored by 

m possible by 

York University 
Standard Oil Company 

According to Herbert 


airman ot the event, the conterees 


Tonne of 


NYU, 
hope t 


produce new manitesto tor general 


usiness educati in the ninth and _ tent! 


pocus at 


was designed t 
tention on th 
ing of 
treshmen and sopho1 


need for a better understand 
American business among high school 
“We also 


as said, “to formulate, 


] ores hope,” 


Professor Tonne | 


through the consensus of the conferees, an 
ducational program which will spell out 


1 core curriculum, basic techniques ¢ 


time learnings 
” Busi 
York 
as consultants on ses 


nature of | 


allocations, and 
a tentative basis 

e metropolitan New 
called in 


sions concerning the 


nstruction, 
measurements, on 


¢ +) 


ne ! ti 
irea were 
yusiness and 
its economic in plications 


also said that the con 


Professor Tonne 
ferees will produce a brochure clarifying 
the place and function of basic or general 
school. The 
directed to the business exec 
and the public as 
school administrator. 


business education in the bro- 


hure will b 
utive well as to 


“Business education at the hig! 
onfined 
and book 

“Fy r 


irgent need 


level is still, in large measure, 
typing 
Professor Tonne said 


vears there has been an 


instruction in shorthand, 


urses whose objectives 


American 


busine 

would be an understanding of 
business as well as skill-building 

“One of the major reasons for our edu- 
ational 
ick of 
iess education on 
business education should be 


We hope, through the ce ter a 


tardiness in this vital area is the 


agreement among leaders in busi 


how, when, and where 
vASK taught. 
least 
agreement without 
impossible.’ 


iv a groundwork ot 


he desired program 


participating the conference 
were: Gladys Bahr, New 
High School, Winnetka, 


(y Enterline, 


Trier Township 
Illinois ; 


University, 


Herman 
Bloom 


Indiana 


Insvivania ; 

College, la nl 
York; M. Herbert Freeman, 
State T ] l pper 


Ne 


Peac ers 4 llege 


ViVanla 5 
Minnesota 
sola; Herbert 


versity, Nev 


Peab 


Creorge 


a] ennessee 


Junior NOMA Formed 


} 
l 


yUSINess aio! ( 


1 ++ lasal ] 
student is bee 


leserves 


youngsters 


business 


ship t] 
National 

ind the Division 
tributive Educati 
o Philadelphia, 


Othice anagement 


or NOMA” 
been formed, membersh hich is 


ip of two June senior 


January senior student f 

high school in’ Philad« 

senior students from e 
} ] 


LOO 
I 


Originally nceived 


road Cor 


‘hiladelphia NOMA 


the Pennsylvania Rail 

ot the | 
appointments 
school oftticials. 1 
second Wednesday 
in offices of various companies 
‘din the Philadelphia NOMA 
TI 


president 


Chapter, membershiy 
made by 


ire held on the 


month 


ie meetings, usually running 
5:30 


cover such 


PLM 
uttributes of a good 
mployer, importance 
ion, and | 
rv the 

tionnaire at the first 


various otne 


t 
| students tl 


rough 


meeti 


PRIVATE SCHOOL NEWS 


Broward Business College, Fort Lau- 
doubled its quart 
months. Es- 
Walsh 
was purchased by 
Leona Whelan in 1945 and became 
1954, with Stanley J. 
partner. 


lerdale, Florida, has 
ters within the 


tablished in 


past nine 
1940 by 
ot Miami, the school 
Mrs 
a partnership in 


D; ake as 


Catherine S 


yuniot 


J. D. Livingstone has resigned as vice 
president and general manager of Brant- 
ley-Draughon College, Fort Worth, 
lexas, and has been succeeded by Dana 
R. Hart, formerly of Wesleyan 
College. Mr has been made 


financial 


Texas 
Livingstone 
secretary and assistant to the 


president at Texas Wesleyan College 


ance 


A. B. Mackie, 
Mackie School of Business, Ss. 


Brown- 


preside: 
as been made a met 
es ot Kar 

lina 

wners of the New Kensing- 
ton Commercial School, N« NK ensing 

ton, Per nsvivania, are M1 Mrs 
Harry E. Ry: Rvyat d hi 
educatio 1 | 
eum Coll 


Pittsburg! 


Detense 

( MiMercial 
20 vears’ 
tor and 
Mrs 


sington Commercial 


Ryan is 


business experience as | 


lepartment store 


sales 


Perry Business School 
rela, has just moved 


It was the pro] 


he Pert 


erty 
‘ n until t 
ak is anid 


modeled to fit. the pecu 


Mlals 


} 


business college and has 


} ‘ 
ls, and two large 


bet 


form an auslitorium. P 


opened 


floor which can 
olumbus was 
residen 


Miss 


resident 


by Marguerite Bruml 


f the Perry Schoo 


Brumley recently 


American Asse 


Colleges Shit 


Was 


Columbus and is 
I] there 
Thirty-seven Pennsylvania private 
business schools have undertaken a long 
prog 


tf business education. The 


ranae ram of resear 


vision will gath 
est to industry, business 


private business s« ] 
tions of | 
business 
the effort lopment 

1) 


ness edu- 


ro mproves 
cation Phe 


findings 


project 
vice nce 
Research Divisio 


at 241 West. Eig! 


DOCTORATES 


Mrs. Helen H. Green, \! 
t Lansi yr D 


Mic] 


niversity, | 
ar 


ation trom 


versit\ 


Brother Philip Harris, 


director at St 


Kranci 
ol, Bre 


ioklyn, New Y 
from | 
Educaty 


Sch 
Phil 
Versity .« | if 


decree 


William J. Justice, ‘ 
Mateo Mateo, ( 
of Education degree 
University, Stanford. Cal 


San 
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SUMMER CLINICS, CONFERENCES AND WORKSHOPS 


completed on the 
Los Angeles campus of the University 
of California fo: 


tional 


] ] 
lans Have been 


a workshop for Educa 
held July 23 to 
National 


secretaries 


secre 


27 immediately fe 


taries to be 


Nlowing the 


\ssociation§ of 
lwenty-Second 


Educationa 
\nnual Convention it 
OS Angeles on. the 
l The U.C.L.A project 

Department of 


preceedi £ 


threc 
Is sponsored 
Business Ed 

tion and University Extension, in co 
with the National Association 
of Educational Secretaries, California 
\ssociation ot Cthce km 
Educa 
Los An 
Districts. Campus 
held in the | 
Administration Building 


operation 


Educational 
plovees, and the 
tional Office 


veles City School 


\ssociation of 
Employees ot the 
niversityv’s 


will be 


SeCSSIONS 
Busine SS 
will be 


\ Typewriter Repair Clinic 


featured as part of the regulat 
Colorado State College of 
Education, Greeley, C 
Another 
writers will be 
ion Wood of 
Macl nes 


summet 
session. at 
olorado, this sum 


tv pe 


clinic on. electric { 


conducted by Mrs 


Business 


Wer 
Mai 
International 
Corporation 

University of Florida, Gainesville, wil 
hold its 1956 Education Work 
Conterence at the Florida Hotel 
Lakeland and 29 Phe 


1 practi al prob 
situa 


Business 

New 
September 28 
will discuss 


faced in everyday 


rogram 
len s classt OTN 
ns 

workshops have beet 

heduled for Highlands University, I.as 

as, New Mexico. The 

d by Herbert Tonne 

to July 13; the 

| Leonard J 
\ucust 17 


Two summet 


first wall be 
from June 
directed 
July 16 to 


second will be 


Porter from 


Education 
the University 


The Houston Business 
Workshop will be held at 
of Houston, Houston, Texas, from Jun 
4 to June 22 will -be 
levoted to general curriculum problems 


well 


Special 


sessions 


in business education as as specific 


Nint] 
tion Summer Conterence at 
versity of Kentucky, 
held July 13 and 14 
IK. CC. MeGill, 


Lexington, 
Speakers 


Cireen, 


Pypewriting Clinic will 

conducted at Ohio State University 
June 11-12 by Marion Wood of 
University \ Distributive Edueatior 
Workshop is 18-22 
\ Workshop in Office Operations and 
Practices will be held from 
\ugust 17. ( 


by writing to the Business 


Boston 


scheduled for June 
July 30 to 


omplete information may 
obtained 

ation Office, Ohio State University 
olumbus 
annual regional s 


and 


The twentiet! ummet 
distributive 


Oklahoma 


Stillwater, 


conterence on business 


education will be held o the 
A. and M. College campus, 
June 11-12. Conterence leaders include 
Robert F Wanous, Rutl 
I. Anderson, and John A. Pendery 


Slauchte f. > ] 


Phe Pacific Northwest Business 
School Administration will hold its an 
May 18-19 at 
ollege, Tacoma, Washington 
will Fred Winger, 
Yerian, Sam Wanous, Jam 
rd, and Robert 1] LaDow 


Stevens will also assist 


nual Knapp 


Instruc 


irkshop 


include 


annual Institute in Business 
Education will be held at the University 
of Wisconsin, in Madison, July 26-27 
Complete information may be 


Russ¢ lJ 


The tentl 


obtained 
Hosler, School 


Wisc 


by writing to 


f Education, University of 


Madison 6, Wis« 


onsin, 


onsin 


APPOINTMENTS, CHANGES, PROMOTIONS AND RETIREMENTS 


gq ¢ ache rs 


Fred C. Archer, of State 
College, St. Cloud, Minnesota, will 
the staff of the Gregg Publishing Divi- 
McGraw-Hill Book Company, Inc., 
month. He 

development Of spe cial textbooks 


ON 


s10n, 


next will be editor in charge 
f the 
business 


ind teaching materials for 


schools and colleges 


Robert J. Deal andl Margaret McEvoy 
have been made city supervisors of busi 
education in where Mr. 
will charge of shorthand, 
education and 
will be in charge of busi 


ness 


Deal 


Chicago, 
have 
sales and distributive 
Miss McEvoy 
ness machines and clerical practice. M1 
Deal lett his position at Wilson Junior 
College, 
sition 


Chicago, to accept his new po 
Miss McEvoy 
position as chairman of the business ed- 
ucation department at Senn High School. 


and gave up het 


May, 1956 


business 
City 


end 


Jessie Graham, supervisor of 
education for the \nveles 
1927, will retire at the 
school Before 
supervisor she taught at private schools, 


her-training 


on 
Schools Since 
becoming 


of this yeat 


teac institutions and high 


schools 


M. H. Hubbell, for the past ten vears 
associate dean, Business and Technology 
Beach City College, 


Long Beach, California, has been named 


Division, Long 


supervisor of business education for 

Beach He hold 
his post of associate dean at Long Beach 
City College 


Long will continue to 


Ray Morgan, chairman of the business 
education department in the 
High School, Johnstown, 
has been made assistant principal of the 


school 


Johnstown 
Pennsylvania, 





AMERICAN INSTITUTE 
OF BUSINESS 


lowa's largest and most distinguished 
business school. Summer term starts 


June 4 and June II. 


Learn accounting in our summer 
school or study by correspondence 
through A.1.8. Home Study Depart 


ment. There is an enormous demand 


for accountants in the business world. 


Write today for information. Address 
E. O. FENTON, President 
AMERICAN INSTITUTE 
OF BUSINESS 


Grand at Tenth Des Moines, lowa 











ANNOUNCING THE 


467 


SUMMER SESSIONS 
FOR TEACHERS 


Teachers, school principals and super- 
intendents are offered a wide selection 
of graduate and undergraduate courses 
in the Summer Sessions for 1956. 
Whether you require training for certi- 
fication or are a candidate for a degree, 
courses are ideally suited to your needs. 
Pre-Session 
Sessions June 11 to June 29 
Regular Session 
Sessions July 2 to August 10 
Post-Session 
Sessions August 13 to August 31 


TEMPLE UNIVERSITY 


PHILADELPHIA 


Write for the Temple University Bulletin 
which lists the courses to be offered dur- 
ing the 1956 Summer Sessions. Address: 
Office of the Registror, Broad St. and 
Montgomery Ave., Phila. 22, Pa. 











SOUTHERN 
CALIFORNIA 


SUMMER SESSIONS 
June 25-Aug. 4, Aug. 6-Sept. 1 


Numerous courses will be offered in al 
divisions of the University — graduate and 
under-graduate 


Faculty includes many distinguished professors 
Organized social, cultural, and recreational 
activities. Comfortable rooms available on 
and near the campus. Summer climate is de- 
lightful. 


For BULLETIN, write to Dean of 
Summer Session, University of South- 
ern California, Los Angeles 7. 














William D. Ross, 


counting and director of the 


protessor of ac- 
Louisiana 


Highway Finance Study, has been ap- 


pointed dean of the College of Commerc 


at Louisiana State University by the 


Board of Supervisors, his appointment 


to become effective Jaly Ist of this vear 


Before going to Louisiana State Um 


versity, he served on the faculty of the 


Department of Economics at Duke 


University 


ORGANIZ 


\t the annual meeting of the Amer- 
ican Association of Colleges for Teacher 
Education Donald I’. Cottrell, dean of 
he College of Education, The Ohio 
State University, Columbus, was named 
President-Elect He Rees H 
Hughes, Kansas State Teachers College, 
Pittsburg, who took office as president 
rhe retiring president is L. D. Haskew, 
dean of the College of Education, Uni- 
of Texas 
Pomeroy, 11 
York, is executive secre- 
group and. the 


succeeds 


versity 
Edward ( 
New 
this 
secretary is Richard E. 


Elm Street, 
(Oneonta, 
tary of sentetate 
Lawrence of the 


same address 


Remigius, S.C., principal o 
High School, Baton Rouge, 
Louisiana, chairman of the Southern 
Unit of C. B. E. A., was elected presi- 
lent of Catholic Business Education 
Association at thic 
tion. Brother Remigius succeeds Mother 
M. Dorothy, O.P., Dominican Commer- 
cial High School, Jamaica, New York. 
Vice-President elect, Sister Irene de 
Lourdes, C. S. J., St. Joseph’s Commer- 
cial High School, Brooklyn, New York, 
is C.B.E.A.’s present Historian and also 
the secretary of the Eastern Unit. Sis- 
ter Irene de Lourdes succeeds Brother 
Luke, F.S.C., De La Salle Insti- 
tute, Chicago, Illinois. Sister M. Athan- 
asia, 8:58:73... Regis College, Weston, Mas- 
elected to a second 


Brother 
Catholic 


recent annual conven- 


James 


sachusetts, was re 
term as National Secretary. 

The twelfth annual convention is 
scheduled for April, 1957, at Milwaukee, 
Wisconsin. Brother James Luke, F.S.C., 
Was appointed the convention chairman 

The Midwest Unit of C.B.E aS 
the host to the eleventh national 
vention. Sister M. Therese, O.S.F., Ma- 
ionna High School, 
Midwest Unit, was the 

on chairman. The local committee for 
he convention was headed by Brother 
McCaffrey, S. M., Chaminade 
louis, Missouri. Convention 
handled by Brother 


Was 


con 


chairman of the 
general conven- 


James 
College, St 
Publicity was Leo 
V. Ryan, C.S.\ 


Polishook, Teachers Col- 
Philadelphia, 
Eastern 
at the 
held 


William M. 
eve, Temple 
was elected president of the 
Business Teachers Association 
reganization’s annual’ convention 

Atlantic City. 

Thomas <A. Sullivan, Atlantic City 
High School, Atlantic City, New Jersey, 


University, 


Two university 
been appointed recently by the Distribu- 
tive Education Division of the Depart- 
ment of Public Instruction of Pennsyl- 
Kenneth M. Pfeiffer, forme 
teacher and coordinator of Distributive 
Education in the New Kensington 
Schools will work from the University 
of Pittsburgh and William J. Wiedwald, 
personnel and training direc- 
Eureka Stores in Windber, 
will be stationed at 


Vania. 


formerly 
tor for the 
Pennsylvania, 
Temple University 


ATIONS 


was chosen vice-president and Mary F 
Connelly, College of Business Adminis 
tration, Boston University, Boston, Mas- 
sachusetts was elected secretary Newly 
Members are Albert L 
Boston, 
Tonne, 


elected Board 
Fisher, Fisher Junior College, 
Massachusetts and Herbert A 
New York University. 

It has been announced 
convention of the 
Teachers Association will be held at the 
Statler Hotel in New York City 


that the 1957 


Kastern Business 


\s this issue goes to press final plans 
are being made tor the convention ot 
the Mountain-Plains Business Education 
Association, to be held in Wichita, 
Kansas, June 14-16 

The program was 
\pril issue of this magazine. 

Clyde I. 
group, will preside at the 
Thursday evening. Philip W 
\ir World Education, Trans World Ai 
New York, will be— the 


outlined in- the 
Blanchard, president of the 
banquet 
Geary, 


lines, Inc., 
speaker. 
Two sessions are 
for Friday morning, with Irene 
University of Michigan, as the speaket 
at one of the and Henry | 
Forms, Inc., 


general scheduled 


Place, 


meetings 
Davidson, Moore Business 
St. Paul, Minnesota, as the 
the other meeting. 

Dorothy Travis, vice-president of the 
group will preside over the closing 
luncheon on Saturday morning. Clyde 
I. Blanchard will be the speaker. 


speaker at 


Leslie J. Whale, president of — the 
National Business Teachers Association, 
sends word that everybody in his organ- 
ization is hard at work on the program 
for the annual convention to be held at 
House, Chicago, Decembet 


the Palmer 
27, 28 and 29. 

Doris Crank, coordinator of the con- 
vention program, has reported to him 
that department 
round-table programs are complete and 
that others are expected to have final 
irrangements ¢omplete at an_ early 
date. Mary E. Plunkett, local chairman, 
has assured him that all committees are 
completed and that final details to be 
contracted and set up for a smooth run- 
practically in the 


several of the and 


ning 
final stages. 

A. Donald Beattie, Johnson High 
School, St. Paul, Minnesota, and chair- 
man of the Problem Clinics, is very 
much encouraged by the 
from who will man 


convention are 


acceptances 


leaders these im- 


field instructors have 


: sae sidan bk cas * 
meg onernenc em prone rem ai wt 


popular discussion groups 
on current topics of sufficient 
variety to interest and stimulate all 
areas and levels of business education. 
John H. Furbay, director, Air World 
Education, will give the keynote address 
on “New Business Concepts tor the An 
and Atomic Age.” Dr. Furbay is known 
as the “Non-Stop Airborne Orator” as 
he has delivered 66 lectures in 65 days 


25 countries 


portant and 


business 


nm 


Some forty chapters of the National 
Office Management Association have an 
nounced programs to present awards to 
the ‘high school business student of the 
year’ in their localities, the association’s 
headquarters has revealed 

Che determination of the awards is to 
cooperation with business 
the school 

Generally, the 
honor the 
spring 


be made in 
and system in. the 
NOMA 


student 
chapter 


teachers 
area 
chapters plan to 
selected at one of the 
an appropriate fashion, the 
form of a plaque, 
similar ap 


chapter 


meetings in 
award being in the 
key, pen and pencil set o1 


ropriate presentation 
| 


The Governor General of Pi Rho Zeta 
International is Morris S. Pierson, di 
instruction at Kinman Busi 
University, Spokane, Washington 
\ssociate officers are: Robert E. Falk 
ner, sponsor of Theta Fraternity at Kin 
man University, president; Herbert J 
Kurtzheim, Lambda Chapter, Milwau 
kee, Wisconsin, international vice presi 
dent; May McFadden, Winn 
ada, secretary; Helen Lantz, Sigma Chi 
Chapter, Wheeling, West Virginia, 
treasurer; and Mrs. Louise Northwood, 
ot Pi Rho Sigma Chapter, Hilo, T. H., 


rector ot 


ness 


g, Can 


historian 


\t a recent meeting of the American 
Economic and Allied Social Science As 
sociation, a group of college and univer 
sity instructors of real estate courses got 


purpose of organizing 


together for the 
a committee whose job it is to “further 
Estate 


pre ype se d 


the organization of College Real 
‘Teachers Association.” The 
name for the Association is Real Estate 
Teachers Association. 

All real estate teachers who are inte! 
ested in improving the standards of real 
whether in institutes, 
junior colleges, colleges, or universities, 
should contact Herbert 7: Voet, Florida 
State University, Tallahassee, for fur 
ther information about the organization 


estate education, 


Jesse R. Black, assistant professor of 
business education, Brigham Young 
University, Provo, Utah, has been elect 
Western Business 
coming 


ed president ot the 
Education Association for the 
year 

The new vice-president is Mary Alice 
Wittenberg, Los Angeles Harbor Jun 
ior College, Wilmington, California and 
the secretary is Helen Lundstrom, Sec 
retarial Science Department, Utah State 
Agricultural College, Logan. Don B 
Sayre, Secretarial Science Department, 
Multnomah Portland, Oregon 
has been chosen treasurer. 


College, 
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The group in the picture above are making nie 

final plans for the June 14-16 convention of the a. oe Jesse R. Black, president of the 

Mountain-Plains Business Education Association. 4 4 a a Se ay ve 
. From left to right are: Clyde |. Blanchard, ‘ ciation for the next year. 

president of the group; Faye Ricketts, general 

chairman of the convention; Gerald Porter, 

program chairman; E. C. McGill, UBEA presi- 

dent. 


SAUYNLIId 





> 


EBTA Officers and Executive Board. . . . Front 
row, left to right: Earl F. Rock, treasurer; Mary 
E. Connelly, secretary; William M. Polishook, 
president; Thomas A. Sul'ivan, vice-president. 
Back row, left to right: Buurd member: | erbert 
A. Tonne, Albert L. Fisher, William C. Gordon, 
Harold E. Cowan, and Joseph Gruber. Board 


member E. Duncan Hyde is absent from picture. 
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fficers elected at the Catholic Business Education Association convention. Retiring president of American Association of Colleges for Teacher 
. . From ieft to right: Sister M. Athanasia, S.S.J., secretary; Brother Education L. D. Haskew handing gavel to Rees H. Hughes, the new president. 
»migius, S.C., president; Sister Irene de Lourdes, C.S.J., vice-president. 





ashinglon 


) 
eller NEWS FROM THE CAPITAL 


tudent 


attendance with perio 
nent in industry, business, or gov- 
Although this plan education, 


cooperative plan, started in a 


the 
he I 


| of engineering and is probably more 
! 

laptable to that field than to many otl ers, 

ols ot 


is finding increasing tavor in s 
business administration. 
This is the trend that Henry H. Arm 
. ; 


hiet or engineering education 1n the 


a paper he 


tice of Education pointed out in 
City, 


presented on February 1 in New York 
meeting of 


betore a 


the Education Section 
he American Ins [ 


rt Electrical En 
2ineers 
‘A total 


lished co-op programs in the 50 years since 


institutions have estab 


ot 62 


ie «University of Cincinnati first de- 


FOREIGN TEACHING 
Teach United States will 
be offered 300 opportunities for a year of 
Through 


ers in the soon 
protessional abroad 
the United States International Educational 
Exchange Program, conducted by the De- 
partment of State, that many teaching posi- 


experience 


some 30 countries will be available 
them for the school year 1957-58 

The Office of Education, 
gnated to recruit or 


ns in 
as the agency 


les recommend teach 


CLOSED-CIRCUIT 


Experiments conducted within the last 2 
have furnished both data and 
direction in the field of closed-circuit tele- 
vision for the classroom, and a number of 


r 3 years 


schools and colleges already have installed 
axial distribution systems in their plants 


Just how many hz done so is shown 
list, Closed Circuit Educational TI 
recently prepared by Franklin) Dunham, 
hief, Radio-Television Services, Office of 
lucation. In than 34 States at 
ist one educational a 
ircuit TV to do such efficient things as to 
a ring- 


and 


ive 


less 


no 


gency is using closed- 


give every science and shop student 


side seat at classroom experiments 


nstrations 


veloped it,” ! 
43 programs leading to the 


and 8 nondegree programs were 


bachelor’s de 
eree 
during the academic year 1954-55 

“The 43 granting 
16 different engineering curriculums 
curriculums under 
1954-55, with an 


degree institutions of 
fered 


and 18 


nonengineering 
their co-op programs in 
enrollment of 13,161 in 


riculums and 5,945 in nonengineering 


cur 
The 


institutions cooperated with an average of 


engineering 


1 employer for each 5.4 students 
“In the 

tions offered 7 different engineering courses 

Here the ec 


engineering 


nondegree programs, 8 institu 
and 6 nonengineering courses 
op 1,810 in 


courses, and 1,612 in nonengineering. The 


enrollment was 
schools cooperated with an average of 1 


employer for each 4.3 students.” 


POSITIONS AVAILABLE 


will be receiving 
applications from August 
tober 15 this vear. “A little more than halt 


Mc- 


Sec- 


ers for these positions, 


1 through Ov 


of the positions,” Cornelius R. 
Laughlin, 
tion, “are interchanges, or arrangements by 
United 


places with teachers from other countries 


Says 


chief, Teacher Exchange 


which States teachers exchange 


The rest are one-way arrangements.” 


EDUCATIONAL TV 


Most of the installations are in univers- 
(the list names about 
a few are in public schools and 
schools—in Denver, Colorado, 
Miami, Florida, Em 

Hamilton, Massa- 


and colleges 
50), but 

vocational 
for 
porta, Kansas, 
chusetts, Columbus, Ohio, Vancouver, 


Washington, and Milwaukee, Wisconsin 


Largest single user thus far is the United 


ities 


and in 
South 


Instance, 


Defense which pi 
the possibilitic s of 
closed-circuit TV Dr 
Dunham’s list mentions nine military estab- 
the 


States Department, 


oneered in training 


during the war. 


lishments in various parts of country 


as being equipped with systems 


NEW BULLETIN AVAILABLE 


Public Vocational Education Programs 


is designed to give an overview of the co- 
ot 


erative Federal-State program voca- 


tional education developed under the 
Smith-Hughes Act of 1917 and the George- 
Barden Act of 1946. Funds are provided 


under these acts for vocational education of 


380 


less than college grade in agriculture, dis 
tributive occupations, home economics, and 
trades and industry 

The bulletin may be obtained from the 
United States Government Printing Office, 
Division of Public Documents, Washington 
D. C., Education Pamphlet No. 117, 
price $.15. 


25 


“Or these, 


active 


TYPEWRITER MAGIC 


If you teach typing, you can get a copy of 
a fascinating and puzzling booklet of 18 all 
different typewriter mystery games by Julius 
Nelson. The cost is only 50c per booklet. If 
you're looking for a different motivating de- 
vice—now used in thousands of schools—try 


them in your typing classes. 


ARTISTIC TYPING HEADQUARTERS 
4006 Carlisle Avenue, Baltimore 16, Md. 








ABREVIATRIX 


The easy to teach... easier to learn 
ABC shorthand system. 


Perfect for persons who must learn short- 
hand quickly—and for those who haven't the 
time or patience for symbol systems, 

80 w.p.m.—Four weeks . . . Four 2-hour ses- 
sions in system Four 2-hour sessions in 
practice. Editorially recommended in I5 na- 
tional magazines . Your students have 
probably heard about Abreviatrix. 

Tenth reprint—system book and practice 
handbook $2.98. 


Some city franchises open. Dictation discs avail- 
able. Write for complete information. 


FINELINE COMPANY 


303 Fifth Avenue, Dept. 357, New York 16, N. Y. 








HAVE YOU IDEAS 
you'd like to see in print? 


Few of our articles come from professionol 
writers. We are anxious to consider articles 
from the classroom teacher—secondary, col- 
lege, private school. 


Subject matter articles—bookkeeping, sec- 
retarial subjects, distributive education, are 
always desired. 

Write up your pet ideas and send them to 


The Editor, The Journal of Business Education, 
512 Brooks Building, Wilkes-Barre, Pennsylvania. 








HY-SPEED LONGHAND 


Price List 


$2.50 
60 
5.00 
2.70 


TEXT cloth bound 

KEY to exercises, paper 

DICTIONARY 10,000 words, cloth bound 
DICTATION BOOK 189 pages, cloth bound 


VOCABULARY with the Dictation 
Book, spiral 


TEACHING GUIDE 
TEXT & KEY combined spiral, paper covers 


for use 


Discounts to Schools 


HY-SPEED LONGHAND PUBLISHING CO. 


251 Euclid Ave., Trenton 9, N. J.‘ 
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BASIC COMPOSITION, by Jack Suber- 
man and Henry M. Rosenberg, Engle- 
wood Cliffs, New Jersey: Prentice-Hall, 
Inc., 146 pp. $1.75. 


to use | 


ARITHMETIC FOR BUSINESS AND EVERY- 
DAY USE, by Harry Huffman, Ruth M. 
Twiss, and Leslie J. Whale, New York: 
Gregg Publishing Division, McGraw- 
Hill Book Company, Inc., 502 pp. $3.20; 
workbook $1.40. 


Thi 
periences 


business an¢ 


he student to 3 
isiness world, the author 
il attention to making 


lo organize thei 


} 
re ACh 


urate, 
heir work 

learn throug! 

to determine 

quickly and the prompt 
\rithm 


tf an answer 


mes a game that 
nteresting 

he busy teacher, each day's 
planned as to procedure, 
only one idea 1S developed In 


every 


work nutely 
and scope; 
a lesson: possible personal, school, 


community, and business activity of in 


terest to the teen-ager is stressed; 
illustrations 
familiar 


average 
and problems are based on 
situations; self-teaching 
niques are presented; and provision for 
homework or for no homework has 


tech 


been 


May, 1956 


SCHOOL BUSINESS ADMINISTRATION, 
by Henry H. Linn, New York: 
Ronald Press Company, 585 pp., 1956. 
$7.50. 


PROGRESSIVE TYPEWRITING SPEED 
TESTS, by Dick Mount, New York: 
Gregg Publishing Division, McGraw- 
Hill Book Company, Inc., 91 pp., 1955. 
$1.32. 


Sneed! lll l 


1 
wh} 
Vil 


100 wan 


One-1 


mp. 


100 wan 


scattered 


portan 


+ 


machine positi 


nphasize the in 


accuracy, posture, 


cial preview, and techniques in 


the machine They also provi le ti 


“bouncing hands”, “automatic backspacer” 


plodders, paper-yankers, et 


The ce py 1s pre sented on a 60 space line 


in very large pica type with small raised 


figures indicating the one-half minute ir 


tervals; this is important for special tim- 


ings as well as for gauging individual 


progress. 


The 


BUSINESS BEHAVIOR, Personality Train- 
ing for Business Men and Women, by 
Mary L. Bell and Ray Abrams, Cincin- 
nati: South-Western Publishing Com- 


pany, 328 pp., 1956. $2.48. 


eve pul t [Tr na 


I 
i 


NEW HORIZONS IN BUSINESS, Edited 
by Julius Hirsch, New York: Harper & 
Brothers, 134 pp., 1955. $3.00. 


\ 


subjects 

were Leo 

Martin Gainsbru 
nference B 
aham, Newman, 
(IBM), Lewis I 

r Social Rese 
in’ Brothers 


(IBM) 


EXPLORATORY COURSE IN BUSINESS 
TRAINING, 3d Edition, Selling, Book- 
keeping, Shorthand, by J. Frank Dame, 
Arthur S. Patrick, and Doris N. Phelan; 
New York: Gregg Publishing Division, 
McGraw-Hill Book Company, Inc., 170 
pp. $1.88. 


Opportur 
exploration 
ot activities to 
selling, bookkeeping, and 
“acl section of the book 


present the career opportunities 
ind, a preview 
Assignments have 


relate to 


particular job area 
basic skills required been 


carefully planned to students’ in 
| | 


terests at the eighth or ninth-grace levels 


The stenography section is planned so 
that the student 


of shorthand theory in as painless a way as 


covers quite an amount 


Poss ble 
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have some recreation, for he cannot put all 
his time and effort into school work and 


i 
sf ~ n 1 
‘b : make a worthwhile teacher also 
~ 
‘book 


» ae ew nake him realize enough sleey 
>> > 


: very essential for without it 
ANSWER TO THE QUESTION ON PAGE 357 ; ‘4 r will 





nerve tired an 
ditticult 


STUDENT TEACHER TRAINING prude idan! 


It is also essential 


tren 


h our pupils f t] juently need 
Ellen C. Mulgrew ; : 


friend | student 


High School, Central Falls, Rhode Island 


pupuil-teacl 

are lable 
time to teacher confidence and ¢ x perience RCC an 
to 1 tl conducting a class. It al gives t ourselves 
lifferent colleges. It is a very responsible = knowled 
assignment tor we may either help to make discipline the student teacl 


| students training 
ge of whether he can handle t¢] a SENSE O 


Train id 
a teacher or break one cipline problem, I let him ha li li 
- a . . SO) 
Yas hy chance he cannot straighten j 1€1 
I will take over I impress 


In my experienc San advisor of teacher , 
perience as an advisor of reacnel ust never take the time fr 
training students, I find it is very helpful te 


Oo argue with a pupil. I feel 


th n 4 = = ¥ ] na Ue , cor « A sible 
em if they can feel we are their advisor better to ask the pupil to report 

are | 1 da 

called. They need a friend. Didn’t we? 


ne schor 
Veeting 


and not their critic as SO many ot us : ulaty 
‘ fr j and a 
ditticulty. He should never tal he at 
e 1s always 
It is worthwhile to have a conference 


with a new student teacher a few davs Vistaks 
even weeks before the opening ot 


Why? Because we can give thet ge We can all make ther 


stu t acher rs a Silat aag 
eral knowledge of the rules and regulations  @ dent teacher mak nour Papen 
aes : Seintiino a dacs ais. adicn . 3 Ty Sans 

school We should acquaint then enting a le n the and discipline rhis is re 

: tactful. is Goreert + +] “a 
with the ul we expect them to per = ul way to c rres ! by the ¢ le 


1 : 

torn the necessity of being on time: the student teacher that it t teacher t 

. 7 eke - St i Bais aes ] 

Importance ot personal grooming and. of dons a question and he d n I 
] 


; ] answer, | miist. und 
setting a fine example for their j mswer, fe Wet, unde 


nh 


giving my 

vive an answer but mus his way the 
First Day of School loes not know and will lool 
Usually I will condu oO id t] inswer the 


ore con ple tel 


ding the 
have the 


. 21N Brietly, a 
m in the day nN ha a F 1 the wrong answer, on tides Willine te 
same subject, | _ask 1d ; it teacher in all wavs 
to conduct it and then al observer © Friendh 
Of course the training teacher knows be / l 


¢ Tactful, svmpath a nderstanding 
forehand he is going te : 2 ue are going ] idvi let ou © Capable i ‘no ta 4 uipils the 
troduce him to the pupils and I honest and tell the training ] | necessity of 
| expect them to give him the same respect has chosen a_ pre m whicl well as instructing ther 
and courtesy as given mx | think it is preat deal of his time and enerov. but ; ; 


n : 1 Fair in giving grades 
o have the student teacher start , 


; _ he enjovs “aC Cie ¢ Impartial, and seldom, if ( 
eaching classes the first dav. In this wav ’ 
: | 


: leasure in seeing his pupils 
can teel he is taking part in the work 


¢ Pleasing personall 
and clothes—good 
and not merely marking time by observing Outside Interest 
h 


: ; ¢ Able to work wit 
t . "Tit qT Tl] > . Ye «©. - : “ 
\t the end he day we have a confer y impress on th (dene ueapier limit of his capacity 
ence, asking questions and making sugges ; 


: : { have outside interest ; } Above all, he mi 
tions—we can learn too—and making the 





necessary lesson plans for the next day 
\t this time I ¢ them in checking and HANDY BINDER 
grading papers in order that they will no ; ‘ 
;' ies of 
be too lenient or too severe and try ge Rg Ad 
them understand each pupil is an URN 


nust be treated accordingly For The Past School Year 
Regular Member of Faculty —_ sie 
I believe a student teacl 
to feel he is a faculty 
be given|corridor duty, 
cafeteria duty, att faculty meetings ; 
auditorium assemblies He should be 


lowed to use teachers’ lunchroom and teach- 


ers’ rest rooms. If there are dinner parties 
or afternoo held for the faculty, h : 

§ ad : : : : : satis Maybe you will want to refer to the issues of THE JOURNAL for the school 
202 pallens year ending this month—but will you still have them? Why not keep your copies 
in these attractive binders? Easy to use. Individual copies inserted or removed 


After the student teacher has been wit! in one operation. Each binder holds a full year’s copies. 


me a few weeks, I leave the room and per- Price $3.00 postpaid in U.S. 
haps stand out in the corridor as I feel 


Discipline 
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Park Avenue, 


10 KEYS 

TO BETTER 
OFFICE PRACTICE 
TEACHING 


So many business ofices use 10-key adding 
accounting machines that touch hguring on 

the 10-kev kevboard is one of the most important 
skills for othce practh e students to learn. More 
and more othce practice teachers are teaching 
their students to operate the Underwood 
Sundstrand 10-Key Adding Machine, 10-Key 
Printing Calculator, and 10-Key Posting 
Machine. Since all Underwood Sundstrands 
have identical 10-kev key boards, students 
quickly learn correct keyboard technique, then 
levote their full attention to the functions 

of each machine. 


Business 
(ne 


J—an im 


. Portan 
inners . 


lesson for beg 


Instr, tors shoul 
ty PIsts use 


d be al 
Correct 
always be 


and Wists, 7 ither ¢] 
AS Pry 
esc | Ots l Nderwood’ 
: Ct finger Strokin 
an , 
10us [ nderwood Ss] 


Crt to see 


the 
Anger 


CVs Should 
Punched, 
used 


that be 
Strokino 


; Stroked 


£inning 
; technique. 
, Sharply —n¢ ver 
p 4N elbows. Should | 

on ( e 
=p ten-soft touch mak 

asy, Without sacri die 
are Sacrific¢ 


Want more information? 


Like to know more about the | nderwood Sund- 
strand 10-Key Adding Machine, Printing Calcu- 
lator, or Portable Posting Machine? Would you 
like information on the new | nderwoc rd I: lectric 
or Standard Typewriters? Write Dr. Earl G. 
Nicks, Manager, Business Education Division, 
Underwood Corporation, One Park Avenue, 


New York 16, N. Y. 


SERVING EDUCATORS EVERYWHERE 


J. 
a 


UNDERWOOD 


: <A 
UNDERWOOD 
* > 


CORPORATION 


ONE PARK AVENUE, NEW YORK 16, N. Y. 





HILTON HOTELS, world’s leading hotel group, reports: 


“Giving guests the best possible service, in 
every way, is Hilton Hotels Corporation’s 
most important aim. As part of this pro- 
gram, we have installed National Systems 
in Hilton and Statler Hotels around the 
world. 

“These Nationals not only help us give 
better service, but it is estimated that, com- 
pared with former methods, they save about 
$843,000 a year, an annual return of about 
133% on the investment. 

“National Accounting Machines at Hilton 
and Statler front-desks keep guests’ ac- 
counts posted up to the minute and ready 
when the guest checks out. These, and our 


other National Accounting Machines, also 
provide our hotels automatically with valu- 
able information from their various depart- 
ments, thus further promoting efficient guest 
service. 

“National Food-Beverage Machines and 
Cash Registers speed service to guests while 
giving firm control that enforces accuracy 
in handling all transactions. And National 
Adding Machines, too, repay their cost 
many times in saving of time and effort.” 


om Treasurer and Comptroller 


HILTON HOTELS CORPORATION 


THE NATIONAL CASH REGISTER COMPANY, payron 9, ou10 
989 OFFICES IN 94 COUNTRIES 








HILTON HOTELS IN THE U. S. 


EASTERN DIVISION—In New York City: 
The Waldorf-Astoria, The Plaza, The New 
Yorker and The Statler. In Washington, 
D. C.: The Statler. In Boston: The Statler. In 
Buffalo: The Statler. In Hartford: The Statler. 


CENTRAL DIVISION—In Chicago: The 
Conrad Hilton and The Palmer House. In 
Detroit: The Statler. In Cleveland: The 
Statler. In Columbus: The Deshler Hilton. 
In Dayton: The Dayton Biltmore. In St. 
Louis: The Statler. 


WESTERN DIVISION—In Beverly Hills: 
The Beverly Hilton. In Los Angeles: The 
Statler. In Houston: The Shamrock Hilton. 
In Dallas: The Statler Hilton. In Fort 
Worth: Hilton Hotel. In El Paso: Hilton 
Hotel. In Albuquerque: Hilton Hotel. In 
Chihuahua, Mexico: The Palacio Hilton. 


HILTON INTERNATIONAL 


In San Juan, Puerto Rico: The Caribe 
Hilton. In Madrid, Spain: The Castellana 
Hilton. In Istanbul, Turkey: The Istanbul 
Hilton. Hilton hotels under construction 
in: Mexico City and Acapulco, Mexico; 
Havana, Cuba; Montreal, Canada and 
Cairo, Egypt; Under contract in Rome, 
Italy, and West Berlin, Germany. 
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100 MILLIMETERS 


INSTRUCTIONS Resolution is expressed in terms of the lines per millimeter recorded by a particular 
film under specified conditions. Numerals in chart indicate the number of lines per millimeter in adjacent 
“T-shaped” groupings. 

In microfilming, it is necessary to determine the reduction ratio and multiply the number of lines in the 
chart by this value to find the number of lines recorded by the film. As an aid in determining the reduction 
ratio, the line above iss100 millimeters in length. Measuring this line in the film image and dividing the length 
into 100 gives the reduction ratio. Example: the line is 20 mm. long in the film image, and 100/20 ie 


Examine “T-shaped” line groupings in the film with microscope, and note the number adjacent to finest 
lines recorded sharply and distinctly. Multiply this number by the reduction factor to obtain resolving power 
in lines per millimeter. Example: 7.9 group of lines is clearly recorded while lines in the 10.0 group are 
not distinctly separated. Reduction ratio is 5, and 7.9 x 5 39.5 lines per millimeter recorded satisfacto- 
rily. 10.0 x 5 §0 lines per millimeter which are not recorded satisfactorily. Under the particular condi- 
tions, maximum resolution is between 39.5 and 50 lines per millimeter. 


Resolution, as measured on the film, is a test of the entire photographic system, including lens, exposure, 
processing, and other factors. These rarely utilize maximum resolution of the film. Vibrations during 
exposure, lack of critical focus, and exposures yielding very dense negatives are to be avoided. 





